
Request for Amendment of Retail Database 

Record 

Date: [Insert Date] 

To: [Recipient's Name] 

[Recipient's Title] 

[Company Name] 

[Company Address] 

Dear [Recipient's Name], 

I am writing to formally request an amendment to the retail database record associated with my 

account. The details of the record are as follows: 

• Account Name: [Your Account Name] 

• Account Number: [Your Account Number] 

• Current Information: [Current Information Needing Amendment] 

• Requested Amendment: [New Information] 

The reason for this amendment request is [briefly explain the reason for the request]. I believe 

that updating this information is crucial for [mention any relevant outcomes or importance]. 

Please let me know if you require any additional information or documentation to process this 

request. I appreciate your prompt attention to this matter. 

Thank you for your cooperation. 

Sincerely, 

[Your Name] 

[Your Contact Information] 

[Your Address] 


