
Important Announcement: Updated 

Emergency Contact Information 

Dear [Recipient's Name], 

We hope this message finds you well. We are writing to inform you of some updated emergency 

contact information that you need to be aware of. 

Please note the following changes: 

• Name: [New Contact Name] 

• Relationship: [Relationship to You] 

• Phone Number: [New Phone Number] 

• Email Address: [New Email Address] 

It is crucial that you keep this information up to date in case of any emergencies. If you have any 

questions or need further assistance, please do not hesitate to reach out. 

Thank you for your attention to this matter. 

Best regards, 

[Your Name] 

[Your Position] 

[Your Organization] 

[Contact Information] 


