Notification of Changing Contact Details

Date: [Insert Date]

To: [Recipient Name]
[Recipient Address]
Dear [Recipient Name],

| hope this message finds you well. | am writing to formally notify you that my contact details
have changed. Please update your records accordingly.

New Contact Details:

e Phone Number: [Insert New Phone Number]
o Email Address: [Insert New Email Address]

Should you need to get in touch, please reach me at my new contact information. Thank you for
your understanding.

Sincerely,

[Your Name]

[Your Address]

[Your Phone Number]

[Your Email Address]



