
Retail Database Change Request 

To: [Database Administrator's Name] 

From: [Your Name] 

Date: [Insert Date] 

Subject: Request for Change in Retail Database 

Dear [Database Administrator's Name], 

I am writing to formally request a change in the retail database associated with [specific system 

or project name]. This request is aimed at improving our data accuracy and overall operational 

efficiency. 

Change Details 

• Current Data: [Description of current data] 

• Proposed Change: [Description of proposed change] 

• Reason for Change: [Explain why the change is necessary] 

• Impact Analysis: [Discuss potential impacts of the change] 

Additional Notes 

If you require any further information or documentation to process this request, please do not 

hesitate to reach out to me. 

Thank you for considering this change request. I look forward to your prompt response. 

Sincerely, 

[Your Name] 

[Your Job Title] 

[Your Contact Information] 


