
[Current Date] 

 

To, 

The Customer Service Department, 

[Insurance Company or Service Provider Name] 

[Company Address]  

Subject: Request for Address Modification and Issuance of Endorsement 

Policy/Account Number: [Your Policy or Account Number]  

Dear Sir/Madam, 

I am writing to formally request an update to my registered communication address in your 

records. I have recently relocated and would like to ensure that all future correspondence is sent 

to my new residence. 

Previous Address: 

[Insert Old Address Here] 

New Address: 

[Insert New Address Here] 

I have attached a copy of my [Name of Proof of Address, e.g., Utility Bill or ID Card] as 

supporting documentation for this change.  

Kindly update my details and issue a formal endorsement reflecting this change at your earliest 

convenience. Please send the confirmation or updated policy document to my new address 

mentioned above. 

Thank you for your prompt assistance. 

Sincerely, 

 

[Your Signature] 

 

[Your Full Name] 

[Your Phone Number] 

[Your Email Address]  


