[Your Name]

[Property Name/Number]
[Street Address]

[City, State, Zip Code]

[Date]
[Landlord or Property Manager Name]
[Management Company Name]
[Street Address]
[City, State, Zip Code]
RE: Update of Tenant Contact Information
Dear [Landlord or Property Manager Name],
I am writing to formally provide you with my updated contact information regarding my tenancy
at [Your Apartment/Unit Number]. Please update your records to ensure that all future
correspondence, notices, and emergency communications reach me correctly.
My current contact details are as follows:
e Primary Phone Number: [Your Phone Number]
e Secondary Phone Number: [Alternative Phone Number, if any]
o Email Address: [Your Email Address]
o Emergency Contact Name: [Name of Contact]

e Emergency Contact Phone: [Phone Number of Contact]

Please use these details for all future communications effective immediately. Please confirm
receipt of this update for my records.

Thank you for your attention to this matter.
Sincerely,
[Your Signature]

[Your Printed Name]



