
Client Details Verification 

Date: [Insert Date] 

To: [Client Name] 

[Client Address] 

[City, State, Zip Code] 

 

Dear [Client Name], 

We are writing to verify the details we have on file for you. Please review the information below: 

• Name: [Client Name] 

• Date of Birth: [DOB] 

• Email: [Email Address] 

• Phone Number: [Phone Number] 

• Address: [Client Address] 

If any of the information listed above is incorrect or needs updating, please contact us at your 

earliest convenience. 

Thank you for your attention to this matter. 

 

Sincerely, 

[Your Name] 

[Your Position] 

[Company Name] 

[Company Address] 

[City, State, Zip Code] 


