
Date: [Insert Date] 

[Your Name] 

[Your Address] 

[City, State, Zip Code] 

[Email Address] 

[Phone Number] 

[College/University Name] 

[Department/Office Name] 

[College Address] 

[City, State, Zip Code] 

Dear [Recipient's Name/Office], 

I am writing to urgently request a modification to my contact information in your records. My 

current information is as follows: 

Current Phone Number: [Current Phone Number] 

Current Email Address: [Current Email Address] 

I would like to update my contact details to the following: 

New Phone Number: [New Phone Number] 

New Email Address: [New Email Address] 

This change is necessary to ensure that I receive important communications and updates from the 

college. I appreciate your prompt attention to this matter. 

Thank you for your assistance. 

Sincerely, 

[Your Name] 

[Your Student ID (if applicable)] 


