
Inquiry Regarding Changes in Official Birth 

Documentation 

Date: [Insert Date] 

[Your Name] 

[Your Address] 

[City, State, Zip Code] 

[Email Address] 

[Phone Number] 

 

To Whom It May Concern, 

 

I am writing to inquire about the process for making changes to the official birth documentation 

for myself/[Child's Name]. The details are as follows: 

• Full Name: [Insert Full Name] 

• Date of Birth: [Insert Date of Birth] 

• Place of Birth: [Insert Place of Birth] 

Due to [state reason for the required changes, e.g., correction of name, change of parents' 

information], I need to request an amendment to the birth records. 

Please provide information on the necessary documentation needed, any applicable fees, and the 

estimated processing time for this request. 

Thank you for your assistance. I look forward to your prompt response. 

 

Sincerely, 

[Your Name] 


