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[Date]
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[Your Name]

[Street Address]

[City, ST  ZIP Code]

[Date]December 19, 2015
[Recipient Name]

[Title]

[Company Name]
[Street Address]

[City, ST  ZIP Code]

Dear [Recipient Name]:

This letter is to inform you that I have a new mailing address. Please update your records to replace my previous address:

[Your Name]

[Previous Address]

[City, ST  ZIP Code]

with the following new address:

[Your Name]

[New Address]

[City, ST  ZIP Code]

Thank you for your prompt attention to this matter.

Sincerely,

[Your Name]

