
[Your Name] 

[Current Phone Number] 

[Email Address]  

[Date] 

[Recipient Name or Department] 

[Organization Name] 

[Recipient Address]  

Subject: Notice of Change of Address 

To Whom It May Concern, 

I am writing to formally notify you that I will be relocating to a new permanent residence. Please 

update your records to reflect my new contact information effective as of [Date of Move]. 

Former 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 complete or additional steps required to 

finalize this update, please let me know. 

Thank you for your prompt attention to this matter. 

Sincerely, 

[Your Signature] 

[Your Printed Name] 


