
Appeal for Personal Information Refresh 

Your Name: 

Your Address: 

City, State, Zip Code: 

Email: 

Phone Number: 

Date: 

To Whom It May Concern, 

[Recipient's Name or Title] 

[Company/Organization Name] 

[Address] 

[City, State, Zip Code] 

Subject: Request for Refresh of Personal Information 

Dear [Recipient's Name], 

I hope this message finds you well. I am writing to formally request an update to my personal 

information on record. My name is [Your Full Name], and I am [Your Position/Relation to the 

Organization]. 

Over the past [duration], my personal details have changed, and I would like to ensure that all 

information held by your organization is current and accurate. The details I would like to update 

are as follows: 

• Previous Information: [Detail] 

• Updated Information: [Detail] 

Ensuring my information is accurate is essential for [reason for updates, e.g., receiving important 

communications]. I kindly ask for your assistance in refreshing my personal details at your 

earliest convenience. 

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

Sincerely, 

[Your Signature (if sending a hard copy)] 

[Your Printed Name] 


