
Employee Profile Amendment Request 

Date: [Insert Date] 

To: [HR Manager's Name] 

Company Name: [Company Name] 

Address: [Company Address] 

Subject: Request for Amendment of Employee Profile 

Dear [HR Manager's Name], 

I hope this message finds you well. I am writing to formally request an amendment to my 

employee profile. 

Employee ID: [Insert Employee ID] 

Current Position: [Insert Current Position] 

The details that need to be amended are as follows: 

• Field to be amended: [Insert Field] 

• Current Information: [Insert Current Information] 

• Updated Information: [Insert Updated Information] 

These changes are necessary to ensure that my employee profile reflects accurate and up-to-date 

information. I have attached any relevant documents that may assist in this process. 

Thank you for your attention to this matter. I appreciate your assistance in updating my records. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Contact Information] 


