To
[The Recipient]
[Designation]
[Company Name]
Subject: Request of correction of date of birth
Der Manager,
I am writing you this letter because I want to forward you my formal request through it to correct my date of birth on my account which has been entered wrongly by your staff. On Friday of last week, I opened an account having an account title as [X] and account number [X]. Yesterday, I tried to perform a transaction through online banking of my account. I was worried to know that transaction was being aborted. I tried many times but all in vain. 
Later, when I checked the details, I came to know that instead of entering [date] as my date of birth, your staff entered the wrong date in my DOB column, and it is the severe negligence of your relevant.
Despite providing relevant documents, your staff committed this mistake which I think should have not been occurred. Now, if you amend my date of birth in my account information and alter it with the correct date, I will appreciate your act. You must ensure to me in writing that I will not face such an issue in the future. I am waiting for your positive response regarding this problem.
Yours sincerely.
[Your Name]
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