
Billing Address Adjustment Request 

Date: [Insert Date] 

To, 

Customer Service Department 

[Telecom Service Provider Name] 

[Company Address] 

[City, State, Zip Code] 

Subject: Request for Adjustment of Billing Address 

Dear Customer Service Team, 

I hope this message finds you well. I am writing to formally request an adjustment to the billing 

address associated with my account. 

My account details are as follows: 

• Account Holder Name: [Your Name] 

• Account Number: [Your Account Number] 

• Current Billing Address: [Current Address] 

• New Billing Address: [New Address] 

Due to [brief explanation of reason, e.g., a recent move, change in residency], I would like to 

ensure that my billing information is accurately updated in your system. 

Please confirm once the address has been changed, or let me know if you require any further 

information to process this request. 

Thank you for your assistance. 

Sincerely, 

[Your Name] 

[Your Contact Number] 

[Your Email Address] 


