
Formal Request for Expunging Negative 

Items from Record 

[Your Name] 

[Your Address] 

[City, State, Zip Code] 

[Email Address] 

[Phone Number] 

[Date] 

[Recipient's Name] 

[Recipient's Title] 

[Organization/Agency Name] 

[Organization Address] 

[City, State, Zip Code] 

Dear [Recipient's Name], 

I hope this letter finds you well. I am writing to formally request the expungement of negative 

items from my record. My name is [Your Name], and my date of birth is [Your Date of Birth]. 

My record includes [mention specific negative items, e.g., arrests, convictions] which I believe 

are no longer reflective of my character or current life circumstances. 

In [year], I [mention any relevant information, e.g., completed rehabilitation programs, 

maintained a clean record, etc.]. I have made significant efforts to better myself and reintegrate 

into society positively. 

I understand the importance of maintaining accurate records; however, I kindly request that you 

consider my case for expungement under [mention relevant laws or policies]. I have attached all 

necessary documents to support my request. 

Thank you for considering my request. I look forward to your prompt response and am willing to 

provide any further information needed to assist in this process. 

Sincerely, 



[Your Signature (if sending a hard copy)] 

[Your Printed Name] 


