
[Your Name]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient Name]  

[Recipient Title]  

[Company Name]  

[Company Address]  

[City, State, Zip Code]  

Dear [Recipient Name],  

I hope this message finds you well.  

I am writing to formally request an update to my KYC (Know Your Customer) 

information in your records. As part of your compliance requirements and 

to ensure that my account remains up to date, I have enclosed the 

necessary documentation that reflects my current information.  

Please find the following documents attached:  

1. [Document Name/Description]  

2. [Document Name/Description]  

3. [Document Name/Description]  

I kindly ask you to process this update at your earliest convenience. 

Should you require any additional information or clarification, please do 

not hesitate to contact me.  

Thank you for your attention to this matter.  

Sincerely,  

[Your Name]  

[Your Position/Title, if applicable]  

[Your Company Name, if applicable] 


