
[Your Name]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

Social Security Administration  

[Local SSA Office Address]  

[City, State, Zip Code]  

Subject: Request for Personal Information Update 

Dear Sir/Madam, 

I am writing to request an update to my personal information in your 

records. Below are my current details and the changes I would like to 

make: 

**Current Information:**  

- Full Name: [Your Current Full Name]  

- Social Security Number: [Your SSN]  

- Date of Birth: [Your DOB]  

- Address: [Your Current Address]  

- Phone Number: [Your Current Phone Number]  

**New Information:**  

- New Name (if applicable): [Your New Full Name]  

- New Address: [Your New Address]  

- New Phone Number: [Your New Phone Number]  

Please find attached the necessary documents to verify my identity and 

support my request for the update.  

Thank you for your attention to this matter. I look forward to your 

prompt response. 

Sincerely, 

[Your Signature (if sending a hard copy)]  

[Your Printed Name] 


