
Request for Corrections 

Date: [Insert Date] 

[Recipient's Name] 

[Recipient's Position] 

[Company/Organization Name] 

[Address] 

[City, State, Zip Code] 

Dear [Recipient's Name], 

I hope this message finds you well. I am writing to request corrections on the document titled 

"[Document Title]" that was submitted on [Submission Date]. Upon review, I have identified a 

few areas that require amendments for clarity and accuracy. 

The specific corrections needed are as follows: 

• [Correction 1: Brief description] 

• [Correction 2: Brief description] 

• [Correction 3: Brief description] 

It would be greatly appreciated if you could make the necessary modifications at your earliest 

convenience. Please let me know if you require any further details or clarification regarding my 

requested corrections. 

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

Warm regards, 

[Your Name] 

[Your Position] 

[Your Company/Organization Name] 

[Your Contact Information] 


