Emergency Contact Information Reminder

Dear [Name],

This is a friendly reminder to update your emergency contact information. Having up-to-date
contact details is crucial for ensuring your safety and well-being in case of any emergencies.

Please provide the following information:

Full Name:
Relationship to You:
Phone Number:
Email Address:
Alternative Contact:

To update your information, please reply to this email or contact our office at [Phone Number]
by [Deadline Date].

Thank you for your attention to this important matter.
Best regards,

[Your Name]

[Your Position]

[Your Organization]
[Contact Information]



