
Error Correction Follow-Up for Employee 

Records 

Date: [Insert Date] 

[Employee Name] 

[Employee Address] 

[City, State, Zip Code] 

Dear [Employee Name], 

We are following up regarding the recent discrepancies found in your employee records that 

were addressed on [insert previous communication date]. We value the integrity of our records 

and appreciate your attention to this matter. 

As of [insert date], the following corrections have been made: 

• [Detail the specific error and correction] 

• [Detail the specific error and correction] 

• [Detail the specific error and correction] 

If any further issues or discrepancies are identified, please do not hesitate to reach out to the HR 

department by [insert contact information]. Your timely feedback is crucial in maintaining 

accurate records. 

Thank you for your attention to this important matter. 

Sincerely, 

[Your Name] 

[Your Position] 

[Company Name] 

[Company Contact Information] 


