
Emergency Contact Update Request 

Date: [Insert Date] 

[Your Name] 

[Your Address] 

[City, State, Zip] 

Email: [Your Email] 

Phone: [Your Phone Number] 

[Recipient's Name] 

[Recipient's Title] 

[Educational Institution's Name] 

[Institution's Address] 

[City, State, Zip] 

Dear [Recipient's Name], 

I am writing to request an update to my emergency contact information in your records. As an 

[insert your relationship to the institution, e.g., student, parent], it is important that you have the 

most current information in case of an emergency. 

Please update the emergency contact details as follows: 

• Name: [New Contact Name] 

•  

• Phone Number: [New Contact Phone Number] 

• Email: [New Contact Email] 

• Address: [New Contact Address] 

If you need any further information or documentation to process this request, please do not 

hesitate to contact me at [Your Phone Number] or [Your Email]. 

Thank you for your attention to this matter. 

Sincerely, 

[Your Name] 


