
MEMORANDUM 

To: [Recipient Name] 

From: [Your Name] 

Date: [Date] 

Subject: Change of Contact Number 

 

Dear [Recipient Name], 

I am writing to inform you that my contact number has changed. Please update your records 

accordingly. My new contact number is [New Contact Number]. 

Thank you for your attention to this matter. 

Best regards, 

[Your Name] 

[Your Position] 


