
[Your Name(s)] 

[Your New Property Address] 

[City, State, Zip Code] 

[Phone Number] 

[Email Address] 

[Date] 

[Recipient Name or Department] 

[Company Name] 

[Recipient Address] 

[City, State, Zip Code] 

Subject: Notice of Change of Address 

Dear [Contact Person Name or Customer Service Team], 

I am writing to formally notify you that I have recently closed on a new property and my primary 

mailing address has changed. Please update your records to reflect the information below, 

effective [Date of Move]. 

Old Address: 

[Street Address] 

[City, State, Zip Code] 

New Address: 

[Street Address] 

[City, State, Zip Code] 

Please ensure that all future correspondence, billing statements, and legal documents are sent to 

the new address listed above. If this change affects any specific account numbers, they are listed 

here: [Account Number(s)]. 

If you require any additional documentation or have questions regarding this update, please 

contact me at [Your Phone Number] or [Your Email Address]. 

Thank you for your prompt attention to this matter. 

Sincerely, 

[Your Signature] 

[Your Printed Name] 


