Error in Personal Data Update

[Your Name]

[Your Title]

[Company Name]

[Company Address]

[City, State, ZIP Code]

[Email Address]

[Phone Number]

[Date]

[Recipient's Name]

[Recipient's Address]

[City, State, ZIP Code]

Dear [Recipient's Name],

| am writing to address a recent error in the update of your personal information in our records.

It has come to our attention that there was an oversight in processing the changes you requested for
your contact details (Email Address/Phone Number/Address). We understand the importance of
accurate information and sincerely apologize for any inconvenience this may have caused.

Rest assured, we are taking immediate action to correct the error and update your information
accurately. If you have any further updates or corrections, please provide them to us at your earliest
convenience, and we will ensure they are processed accurately.

If you have any questions or concerns, please don't hesitate to contact our customer service team at
[Customer Service Email] or [Customer Service Phone Number]. We appreciate your understanding
as we work to resolve this issue promptly.

Thank you for your cooperation.

Sincerely,

[Your Name]



[Your Title]



