
Official Notice 

Date: [Insert Date] 

To Whom It May Concern, 

We are writing to formally notify you of an issue regarding the billing address associated with 

your account. 

Upon review, we have identified that the billing address listed is incorrect. The current address 

is: 

[Current Incorrect Address] 

To ensure the accuracy of your account and prevent any interruption in service, we kindly 

request that you verify and provide the correct billing address at your earliest convenience. 

Correct Billing Address: 

[Please provide correct address] 

Please respond to this notice by [Insert Deadline] to ensure continued service without any 

complications. 

If you have any questions or require further assistance, do not hesitate to contact our customer 

service team at [Insert Contact Information]. 

Thank you for your prompt attention to this matter. 

Sincerely, 

[Your Name] 

[Your Position] 

[Company Name] 

[Company Contact Information] 


