
Request for Emergency Contact Information 

Update 

Date: [Insert Date] 

[Your Name] 

[Your Address] 

[City, State, Zip Code] 

[Your Email] 

[Your Phone Number] 

 

[Recipient's Name] 

[Recipient's Title] 

[Company/Organization Name] 

[Company Address] 

[City, State, Zip Code] 

 

Dear [Recipient's Name], 

I hope this message finds you well. I am writing to request an update to my emergency contact 

information on file. Due to recent changes in my personal circumstances, it is important that my 

contact details are current should an emergency arise. 

My current emergency contact information is as follows: 

• Name: [Current Contact Name] 

• Relationship: [Relationship to Contact] 

• Phone Number: [Current Contact Phone Number] 

• Email: [Current Contact Email] 

Please update my records with the following new emergency contact information: 



• Name: [New Contact Name] 

• Relationship: [Relationship to New Contact] 

• Phone Number: [New Contact Phone Number] 

• Email: [New Contact Email] 

If you need any further information or documentation to process this request, please feel free to 

reach out to me via email or phone. 

Thank you for your attention to this matter. I appreciate your prompt action in updating my 

emergency contact information. 

Sincerely, 

[Your Name] 


