Letter Template for Demand for Account
Details Change

Date: [Insert Date]
[Your Name]

[Your Address]

[City, State, Zip Code]
[Your Email Address]

[Your Phone Number]

[Recipient's Name]
[Recipient's Position]
[Company/Bank's Name]
[Company/Bank's Address]

[City, State, Zip Code]

Dear [Recipient's Name],

I am writing to formally request a change to my account details associated with my account
number [Insert Account Number].

The new information is as follows:
e New Address: [Insert New Address]
« New Phone Number: [Insert New Phone Number]

e New Email Address: [Insert New Email Address]

Please update my account details at your earliest convenience. For your reference, | have
attached the necessary identification documents.



Thank you for your prompt attention to this matter. | look forward to your confirmation of the
changes.

Sincerely,

[Your Name]



