Site Activity Log Correction Request

Date: [Insert Date]

To: [Recipient's Name]

[Recipient's Position]

[Company/Organization Name]

[Address Line 1]

[Address Line 2]

[City, State, Zip Code]

Dear [Recipient's Name],

I hope this message finds you well. I am writing to request a correction in the site activity log
pertaining to [specific activity or event] that took place on [specific date]. After reviewing the

log, I noticed the following discrepancies:

e Incorrect Entry: [Describe the incorrect entry]
o Correct Entry: [Describe what the correct entry should be]

Please let me know if you require any additional information or documentation to process this
correction. Your assistance in ensuring the accuracy of our site activity log is greatly appreciated.

Thank you for your prompt attention to this matter.
Sincerely,

[Your Name]

[Your Position]

[Your Company/Organization Name]

[Your Contact Information]



