
[Your Name]  

[Your Address]  

[City, State, ZIP Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient's Name]  

[Recipient's Title]  

[Company/Organization Name]  

[Company Address]  

[City, State, ZIP Code]  

Subject: Data Quality Request 

Dear [Recipient's Name],  

I hope this message finds you well. I am writing to formally request a 

review and update of my personal data maintained by your organization.  

Details of my request are as follows:  

- **Full Name:** [Your Full Name]  

- **Account Number/ID:** [Your Account Number or ID]  

- **Specific Data in Question:** [Describe the specific data you believe 

is incorrect or needs updating]  

I kindly request that you investigate this matter and make the necessary 

changes to ensure the accuracy of my records. If further information is 

needed, please feel free to contact me at your earliest convenience. 

Thank you for your attention to this matter.  

Sincerely,  

[Your Signature (if sending a hard copy)]  

[Your Printed Name] 


