Dear [Recipient's Name],

We hope this message finds you well. In our ongoing efforts to maintain accurate and up-to-date
records, we are reaching out to request your assistance in refreshing your contact information.

Please provide us with your current details, including:
o Email Address
e Phone Number

e Mailing Address

Your prompt response will help us ensure that we can communicate effectively and keep you
informed about important updates.

Thank you for your cooperation!
Sincerely,
[Your Name]

[Your Position]
[Your Company]



