
Client Information Refresh Request 

Dear [Client's Name], 

We hope this message finds you well. As part of our commitment to maintaining accurate and 

up-to-date client information, we kindly ask you to take a few moments to review and refresh 

your details in our records. 

Please provide the following information: 

• Full Name: 

• Email Address: 

• Phone Number: 

• Mailing Address: 

• Company Name (if applicable): 

Feel free to add any additional information you think might be relevant. 

Thank you for your cooperation. Your timely response will help us serve you better. 

Sincerely, 

[Your Name]  

[Your Position]  

[Your Company]  

[Your Contact Information] 


