
Financial Record Amendment Request 

Date: [Insert Date] 

[Your Name]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number] 

[Recipient's Name]  

[Recipient's Title]  

[Company/Organization Name]  

[Address]  

[City, State, Zip Code] 

Dear [Recipient's Name], 

I am writing to formally request an amendment to my financial record associated with [Account 

Number or Reference Number]. Upon reviewing my records, I have identified inaccuracies that 

need correction. 

Details of the amendment are as follows: 

• Incorrect Information: [Describe the incorrect information] 

• Correct Information: [Describe the correct information] 

• Reason for Amendment: [Explain the reason for the amendment] 

Attached to this letter are supporting documents to substantiate my request. I kindly ask that you 

process this amendment at your earliest convenience. Should you require any additional 

information, please feel free to contact me via phone or email. 

Thank you for your prompt attention to this matter. 

Sincerely, 

[Your Name] 


