Customer Profile Adjustment Request

Date: [Insert Date]
To Whom It May Concern,

I am writing to formally request an adjustment to my customer profile associated with my
account. My account details are as follows:

o Full Name: [Insert Full Name]

e Account Number: [Insert Account Number]
o Email Address: [Insert Email Address]

e Phone Number: [Insert Phone Number]

Recently, | noticed that [briefly describe the discrepancy or reason for adjustment, e.g., incorrect
address, outdated contact information, etc.]. | would like to request the following updates:

o New Address: [Insert New Address]
e New Phone Number: [Insert New Phone Number]
o Other Adjustments: [Specify any additional changes]

Please let me know if you require any further information or documentation to facilitate this
request. | appreciate your assistance in this matter.

Thank you for your prompt attention to this request.
Sincerely,

[Your Name]

[Your Address]

[Your Contact Information]



