
Inquiry Regarding Emergency Contact 

Information Update 

Date: [Insert Date] 

To: [Recipient's Name] 

[Recipient's Position] 

[Company/Organization Name] 

[Address] 

Dear [Recipient's Name], 

I hope this message finds you well. I am writing to inquire about the process for updating 

emergency contact information associated with my records at [Company/Organization Name]. 

Due to recent changes in my personal circumstances, I feel it's important to ensure that my 

emergency contact details are current and correctly reflect my situation. 

Please let me know if there are any forms I need to complete or steps I should follow to facilitate 

this update. I appreciate your assistance in this matter. 

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

Sincerely, 

[Your Name] 

[Your Position] 

[Your Contact Information] 


