
I hope you are doing well. I am writing to kindly request an update to my personal 
information in your records. I would like to change my current name and email address to the 
new details provided. I would greatly appreciate it if you could update my information 
accordingly in your system. 

Please let me know if any additional documents or verification are required to process this 
request. Thank you for your time and assistance. I look forward to your confirmation once 
the changes have been completed. 
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