
[Your Name/Company Name] 

[Current Account Number/ID] 

[Date] 

[Name of Agency] 

[Department Name] 

[Agency Address] 

[City, State, Zip Code] 

Subject: Notice of Change of Address 

To Whom It May Concern, 

This letter is to formally notify you of a change in address for the account referenced above. 

Please update your records to reflect our new contact information effective as of [Date of 

Change]. 

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 official notices are sent to 

the new address listed above. Our phone number and email address [remain the same / have also 

changed to: Insert New Info]. 

Please contact me at [Phone Number] or [Email Address] if you require any further 

documentation or have questions regarding this update. 

Thank you for your prompt attention to this matter. 

Sincerely, 

[Your Signature] 

[Your Printed Name] 

[Your Title/Position] 


