
[Your Name] 

[Your Address] 

[Your Phone Number] 

[Your Email Address] 

[Date] 

[Recipient Name or Department] 

[Institution/Company Name] 

[Institution Address] 

RE: Revision of Emergency Contact Information for Account: [Account Number] 

Dear [Recipient Name or Customer Service Team], 

I am writing to formally request an update to the emergency contact information associated with 

my account mentioned above. Please remove any previous emergency contact details and replace 

them with the following information: 

Primary Emergency Contact: 

Full Name: [Contact Name] 

Relationship: [Relationship to you] 

Phone Number: [Contact Phone Number] 

Email Address: [Contact Email Address] 

Secondary Emergency Contact (Optional): 

Full Name: [Contact Name] 

Relationship: [Relationship to you] 

Phone Number: [Contact Phone Number] 

Email Address: [Contact Email Address] 

Please update your records immediately to reflect these changes. I would appreciate a written 

confirmation or an email once this revision has been processed. 

Thank you for your assistance with this matter. 

Sincerely, 

[Your Signature] 

[Your Printed Name] 


