[Your Name]

[Your Address]

[City, State, Zip Code]
[Your Phone Number]
[Your Email]

[Date]

[Recipient Name]
[Recipient Title]
[Company Name]
[Company Address]
[City, State, Zip Code]
Subject: Correction of Typographical Error in [Name of Document]

Dear [Recipient Name],

I am writing to formally request a correction to a typographical error found in the [Name of
Document, e.g., Contract, Application, or Letter] dated [Date of original document].

In the section titled [Section Name/Number], the text currently reads: "[Quote the incorrect
text]".

The correct information should be: "[Insert the correct text]".

I apologize for any confusion this oversight may have caused. Please update your records to
reflect this change. I would appreciate it if you could provide a written confirmation or a copy of
the corrected document for my files.

Thank you for your assistance in this matter.

Sincerely,

[Your Signature]

[Your Printed Name]



