Request to Alter Address in Official Documents

Date: [Insert Date]

[Your Name]

[Your Address]

[City, State, Zip Code]
[Email Address]
[Phone Number]

[Recipient Name]
[Recipient's Title]
[Organization/Agency Name]
[Recipient Address]

[City, State, Zip Code]

Dear [Recipient Name],

I am writing to formally request the alteration of my address in all relevant official documents
held by your office. My current address is [Current Address], and | would like it updated to
[New Address].

This change is necessary due to [brief reason for the address change, e.g., relocation, change in
residency]. | have attached the necessary documentation, including [list any documents you are
enclosing, e.g., proof of new address, identification].

Thank you for your attention to this matter. | appreciate your assistance in ensuring that my
records are up-to-date. Please feel free to contact me at [Your Phone Number] or [Your Email
Address] if you require any further information.

Sincerely,
[Your Name]



