
Announcement of Revised Contact Details 

Dear [Recipient's Name], 

We hope this message finds you well. We would like to inform you that we have revised our 

contact details to better serve you. 

Please note our new contact information: 

• Phone: [New Phone Number] 

• Email: [New Email Address] 

• Address: [New Physical Address] 

We appreciate your understanding and look forward to continuing our relationship with you. 

Thank you for your attention. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Company] 


