[Company Logo]   [Company Name]
REQUEST FOR CORRECTION OF PERSONAL DATA
	Date:
	[Date]



To,
[HR Name]
Head – Human Resources / Data Protection Contact
[Company Name]
[Company Address]
Subject: Request for Correction of My Personal Data – [Employee Name], Employee ID [Employee ID]
Dear [HR Name],
I am writing to request correction of certain personal data held about me by [Company Name]. I was / am employed as [Designation] in the [Department] department from [Date of Joining] [to Last Working Day, if applicable].
The following details are inaccurate or no longer required:
1. [Data item 1]: currently recorded as [incorrect value]; correct value is [correct value]. Proof: [document].
1. [Data item 2]: currently recorded as [incorrect value]; correct value is [correct value]. Proof: [document].
1. [Data item 3]: no longer required for any purpose; I request that it be erased unless retention is required by law.
I also request that, where this incorrect data has been shared with any third party such as [payroll vendor / background verification agency], you inform them of the correction.
Please confirm in writing within [number] working days the action taken. If any part of this request cannot be met, kindly let me know the reason.
Thank you for your help.

Yours sincerely,

	______________________________
[Employee Name]
Employee ID: [Employee ID]
Email: [Personal Email]
Mobile: [Mobile Number]


For HR Use – Response
	Date received
	 

	Items corrected
	 

	Items erased
	 

	Items declined and reason
	 

	Third parties informed
	 

	Reply sent on
	 




	______________________________
[HR Name]
For [Company Name]
Date: [Date]
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