
Application for Error Amendment 

Date: [Insert Date] 

[Your Name] 

[Your Address] 

[City, State, Zip Code] 

[Email Address] 

[Phone Number] 

[Recipient Name] 

[Recipient Title] 

[Company/Organization Name] 

[Company Address] 

[City, State, Zip Code] 

Dear [Recipient Name], 

I am writing to formally request an amendment regarding an error in my [specify 

document/record, e.g., application, report, etc.]. The error pertains to [briefly describe the error 

and relevant details, e.g., date, reference number]. 

Upon reviewing the document, I noticed that [elaborate on the mistake and its implications, if 

necessary]. I believe it is important to rectify this error to ensure [reason why the amendment is 

necessary, e.g., accuracy, compliance, etc.]. 

Attached to this letter are the supporting documents that substantiate my request for correction, 

including [list any specific documents, if applicable]. I would appreciate your prompt attention to 

this matter and look forward to your response. 

Thank you for your consideration. 

Sincerely, 

[Your Name] 


