
Shareholder Address Update Request 

Date: [Insert Date] 

[Your Name] 

[Your Address Line 1] 

[Your Address Line 2] 

[City, State, Zip Code] 

[Email Address] 

[Phone Number] 

To: [Company Name] 

[Company Address Line 1] 

[Company Address Line 2] 

[City, State, Zip Code] 

Dear [Company Name/Shareholder Services], 

I am writing to formally request an update to my address in your records. My details are as 

follows: 

Current Address: 

[Your Current Address Line 1] 

[Your Current Address Line 2] 

[City, State, Zip Code] 

New Address: 

[Your New Address Line 1] 

[Your New Address Line 2] 

[City, State, Zip Code] 

I would appreciate it if you could process this change at your earliest convenience. If you require 

any additional information or documentation to complete this update, please do not hesitate to 

contact me. 

Thank you for your attention to this matter. 

Sincerely, 

[Your Name] 

[Shareholder ID or Account Number, if applicable] 


