Service Record Update

Date: [Insert Date]

[Your Name]

[Your Position]

[Your Department]

[Company Name]

[Company Address]

[City, State, Zip Code]

Dear [Recipient's Name],

| am writing to request an update to my service record. | would like to ensure that my records
reflect my current information, including any recent changes related to my position, salary, and
employment history.

Details for update:

Position: [Your Current Position]

Start Date: [Your Start Date]

Recent Promotions: [Details of Promotions]
Certifications or Awards: [List any Certifications or Awards]

Please let me know if there are any forms or additional information needed to complete this
update.

Thank you for your assistance.

Sincerely,

[Your Name]

[Your Contact Information]



