Web Feature 3-3:  Sample Change-of-Address Form

Date:

To:
[bank, utility, etc.]

To Whom It May Concern:


Re:  Account Number: ____________________


Social Security Number: __________________


[if applicable]

I would appreciate your updating your records to reflect my change of:

__ Name
__ Address
  __ Telephone
 __ Marital Status

Old information:


Jane Smith


211 Main Street


Eastport, CT  12345


555-123-4567

New information:


Jane Doe


100 River Avenue


Eastport, CT  12345


555-456-7890

[If required]  I am enclosing a copy of my marriage certificate, which shows the name change.  Please contact me if you need more information of if there are any additional forms or requirements.

Thank you in advance for your prompt attention to this matter.

Sincerely,

Jane Doe

