Subject: Suggestion for Updating Outdated
Account Information

Dear [Recipient's Name],

I hope this message finds you well. I am writing to bring to your attention the need for revising
some outdated information associated with my account, [Your Account Number or ID].

Upon reviewing my account details, | noticed that the following information is no longer
accurate:

e Address: [Old Address] - Please update to [New Address]
e Phone Number: [Old Phone Number] - Please update to [New Phone Number]
e Email: [Old Email] - Please update to [New Email]

Updating this information will ensure that | continue to receive important communications and
services without interruption. | appreciate your attention to this matter and look forward to your
confirmation once the updates are made.

Thank you for your assistance.

Sincerely,

[Your Name]

[Your Address]

[Your Email]

[Your Phone Number]



