
Request for Revision of Personal 

Identification Details 

Date: [Insert Date] 

[Your Name] 

[Your Address] 

[City, State, Zip Code] 

[Email Address] 

[Phone Number] 

[Recipient Name] 

[Recipient Title] 

[Organization Name] 

[Organization Address] 

[City, State, Zip Code] 

Dear [Recipient Name], 

I am writing to formally request a revision of my personal identification details in your records. I 

have recently discovered that my information is not accurately reflected, and I would like to 

correct the following details: 

• Current Details: [Insert incorrect details] 

• Requested Details: [Insert correct details] 

Enclosed are copies of documents supporting my request. I kindly ask that you process this 

revision at your earliest convenience to ensure the accuracy of my information. 

Thank you for your attention to this matter. Should you require any further information, please 

feel free to contact me at [Your Phone Number] or [Your Email Address]. 

Sincerely, 

[Your Name] 


