
Letter for Change of Address 

[Your Name] 

[Email] 

[Date] 

[Recipients Name] 

[Company Name] 

[Address, City, State, Zip code] 

Subject: Change of Address Request 

Dear (Recipient name), 

I am writing to inform you that I have recently moved and would like my records to reflect my 

new address. My new address is as follows: ___________. I would appreciate if you could 

update your records as soon as possible, as I am expecting some important correspondence 

this month. 

Thank you for your time and attention to this matter. 

Yours Sincerely, 

[Signature] 

[Your Name, Title] 


