
Casual Email

Hi [Recipient Name],

I hope you are doing well! I wanted to let you know that my name has changed to [New Name] and

my new address is [New Address]. Please update your records when you get a chance.

Thanks so much,

[Your Name]

Get more templates here: 

https://www.lettersandtemplates.com/letters/name-or-address-change-request-letter


