
Data Correction Request for Contact 

Information 

Date: [Insert Date] 

[Your Name]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Recipient Name]  

[Recipient Title]  

[Company/Organization Name]  

[Company Address]  

[City, State, Zip Code]  

Dear [Recipient Name], 

I am writing to request a correction to my contact information in your records. I recently noticed 

that my details are incorrect, and I would appreciate your prompt assistance in updating them. 

Current Information: 

• Name: [Current Name] 

• Email: [Current Email] 

• Phone: [Current Phone Number] 

Correct Information: 

• Name: [Correct Name] 

• Email: [Correct Email] 

• Phone: [Correct Phone Number] 

Thank you for your attention to this matter. Please let me know if you require any further 

information to process this request. 

Sincerely,  

[Your Name]  


