
Library Catalog Accuracy Confirmation 

Date: [Insert Date] 

[Your Name] 

[Your Position] 

[Library Name] 

[Library Address] 

[City, State, Zip Code] 

 

Dear [Recipient's Name], 

We are reaching out to confirm the accuracy of our library catalog regarding the materials and 

resources listed under your department. It is crucial for us to ensure that all items are correctly 

represented for both accessibility and record-keeping purposes. 

Please review the attached catalog list and verify the following details: 

• Title 

• Author/Creator 

• Publication Year 

• ISBN/ISSN 

• Location in the Library 

If you find any discrepancies or have updates, kindly respond by [Insert Response Deadline]. 

Your input is invaluable to us in maintaining a comprehensive and accurate library catalog. 

Thank you for your attention to this matter. 

 

Sincerely, 

[Your Name] 

[Your Position] 

[Library Name] 



[Email Address] 

[Phone Number] 


