[Your Full Name]
[Current Street Address]
[Phone Number]
[Email Address]
[Date]
[Recipient's Name/Department]
[Company/Organization Name]
[Street Address]
Subject: Change of Address Notification
Dear [Sir/Madam/Recipient's Name],
I am writing to formally notify you of my recent change of address. Effective [date of move], I will no longer be residing at my current address and request that you update your records accordingly.
Previous Address:
[Current Street Address]
[City, State ZIP Code]
New Address:
[New Street Address]
[New City, State ZIP Code]
Please ensure that all future correspondence, statements, bills, and documents are sent to my new address listed above. This change is effective immediately, and I would appreciate your confirmation once the update has been processed in your system.
If you require any additional information or documentation to complete this address change, please do not hesitate to contact me at [phone number] or [email address]. I am available to provide any necessary verification.
Thank you for your prompt attention to this matter. I look forward to your confirmation of this address update.
Sincerely,
[Signature]
[Your Typed Full Name]
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