
ATM Card Renewal Update Request 

Date: [Insert Date] 

To, 

The Manager, 

[Bank Name], 

[Bank Branch Address]. 

Subject: Request for ATM Card Renewal and Address Update 

Dear Sir/Madam, 

I am writing to request the renewal of my ATM card and to update my address in your records. 

My details are as follows: 

Name: [Your Name] 

Account Number: [Your Account Number] 

Old Address: [Your Old Address] 

New Address: [Your New Address] 

Phone Number: [Your Phone Number]  

I kindly request you to process the renewal of my ATM card and update my address in your 

system at your earliest convenience. If you require any further information or documentation, 

please feel free to contact me. 

Thank you for your attention to this matter. 

Sincerely, 

[Your Name] 

[Your Signature (if sending a hard copy)] 


