
[Your Name] 

[Current Address] 

[City, State, Zip Code] 

[Phone Number] 

[Email Address]  

[Date] 

[Recipient Name or Organization] 

[Address] 

[City, State, Zip Code]  

Subject: Notice of Change of Address 

To Whom It May Concern, 

I am writing to formally notify you that I will be moving to a new residence. Please update your 

records to reflect my new contact information effective as of [Moving Date]. 

Previous Address: 

[Street Address] 

[City, State, Zip Code] 

New Address: 

[Street Address] 

[City, State, Zip Code] 

Please ensure that all future correspondence, billing statements, and notices are sent to the new 

address listed above. If there are any forms I need to sign or additional steps required to complete 

this update, please let me know at your earliest convenience. 

Thank you for your assistance with this transition. 

Sincerely, 

[Your Signature] 

[Your Printed Name] 

 

Internal Checklist for Change of Address (For Personal Use) 

• Government: USPS Mail Forwarding, DMV, IRS, Voter Registration 

• Financial: Banks, Credit Cards, Investment Accounts, Loan Providers 

• Utilities: Electricity, Water, Gas, Internet, Trash, Mobile Phone 



• Insurance: Health, Auto, Homeowners/Renters, Life 

• Subscriptions: Amazon, Streaming Services, Magazines, Gyms 

• Professional: Employer, Doctor, Dentist, School/University 


