Update Request for Personal Data

Date: [Insert Date]

[Your Name]

[Your Address]

[City, State, Zip Code]
[Email Address]
[Phone Number]

[Recipient's Name]

[Company/Organization Name]

[Company Address]

[City, State, Zip Code]

Dear [Recipient's Name],

| am writing to request an update regarding inaccuracies in my personal data held in your
records. | have recently noticed that my information is not accurate, and | would like to have it
corrected to ensure your records are up to date.

The inaccuracies are as follows:

« [Description of the inaccurate data]
e [Correct information]

Please let me know the steps | need to take to facilitate this update or if you require any
additional information from my side.

Thank you for your attention to this matter. | look forward to your prompt response.

Sincerely,
[Your Name]



