
Personal Information Modification Request 

Date: [Insert Date] 

To: [Recipient's Name] 

[Company/Organization Name] 

[Company/Organization Address] 

Dear [Recipient's Name], 

I am writing to formally request a modification to my personal information held by 

[Company/Organization Name]. My details are as follows: 

• Full Name: [Your Full Name] 

• Address: [Your Address] 

• Email: [Your Email] 

• Phone Number: [Your Phone Number] 

I would like to request the following changes: 

• Old Information: [Describe old information] 

• New Information: [Describe new information] 

I have attached relevant documents that support my request for this modification. 

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

Sincerely, 

[Your Full Name] 

[Your Address] 

[Your Email] 

[Your Phone Number] 


