
Dear [Recipient's Name], 

I hope this message finds you well. I am writing to kindly request your confirmation of our 

updated contact data. 

Below are the details we currently have on file: 

• Name: [Your Name] 

• Email: [Your Email] 

• Phone: [Your Phone Number] 

• Address: [Your Address] 

Please review the information and confirm if it is accurate or provide any necessary updates by 

[Deadline Date]. 

Thank you for your attention to this matter. I look forward to your prompt response. 

Best regards, 

[Your Name] 

[Your Job Title] 

[Your Company] 

[Your Contact Information] 


