
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 an amendment to my personal information on file. My current records 

contain inaccuracies that I would like to correct. Specifically, I would like to update my 

information as follows: 

Current Information: 

• Name: [Current Full Name] 

• Address: [Current Address] 

• Date of Birth: [Current DOB] 

Corrected Information: 

• Name: [Correct Full Name] 

• Address: [Correct Address] 

• Date of Birth: [Correct DOB] 

Attached are documents that support my request for this amendment. Please let me know if you 

need any further information or documentation. 

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

Sincerely, 



[Your Name] 


