
Urgent Update on Emergency Contact 

Details 

Dear [Recipient's Name], 

I hope this message finds you well. I am writing to inform you of an important update regarding 

my emergency contact details. 

Please update your records with the following information: 

• New Emergency Contact Name: [Contact Name] 

• Relationship: [Relationship] 

• Phone Number: [Phone Number] 

• Email Address: [Email Address] 

It is crucial that this information is current, as it may be needed in case of an emergency. 

Thank you for your prompt attention to this matter. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Organization] 

[Your Phone Number] 

[Your Email Address] 


