
Customer Account Update Application 

Date: [Insert Date] 

[Customer Name] 

[Customer Address] 

[City, State, Zip Code] 

To: [Company Name] 

[Company Address] 

[City, State, Zip Code] 

Dear [Customer Service/Specific Contact Name], 

I hope this message finds you well. I am writing to formally request an update to my customer 

account associated with the account number [Account Number]. 

Recently, I have experienced [briefly describe reason for update, e.g., "a change in my personal 

information such as address and phone number."]. I would like to provide the necessary 

information to ensure my account is accurate and up to date. 

Below are the details that require updating: 

• Current Address: [Old Address] 

• New Address: [New Address] 

• Phone Number: [New Phone Number] 

• Email Address: [New Email Address] 

Thank you for your attention to this matter. I appreciate your assistance in updating my account 

details. Please let me know if you need any further information or documentation. 

Best regards, 

[Your Name] 

[Your Contact Information] 


