
Account Information Correction Request 

Date: [Insert Date] 

[Your Name] 

[Your Address] 

[City, State, ZIP Code] 

Email: [Your Email] 

Phone: [Your Phone Number] 

To: [Recipient's Name] 

[Company/Organization Name] 

[Company Address] 

[City, State, ZIP Code] 

Dear [Recipient's Name], 

I am writing to request a correction to my account information. My account number is [Account 

Number]. 

The incorrect information is as follows: 

• Incorrect Information: [Describe the incorrect information] 

I would like to have it corrected to: 

• Correct Information: [Describe the correct information] 

Thank you for your attention to this matter. Please confirm once the correction has been made. 

Sincerely, 

[Your Name] 


