
Update for Leaseholder Details 

Date: [Insert Date] 

To: [Leaseholder's Name] 

[Leaseholder's Address] 

Dear [Leaseholder's Name], 

We hope this message finds you well. We are writing to inform you about an update to your 

leaseholder details. 

As part of our ongoing efforts to maintain accurate records, we kindly ask you to verify the 

following information: 

• Full Name: [Insert Name] 

• Property Address: [Insert Address] 

• Contact Number: [Insert Phone Number] 

• Email Address: [Insert Email] 

If any of the information listed above is incorrect or if you have any changes to report, please 

respond to this email or contact us at [Insert Contact Information] by [Insert Deadline]. 

Thank you for your attention to this matter. 

Best regards, 

[Your Name] 

[Your Position] 

[Company/Organization Name] 

[Contact Information] 


