
Format for Address Change Letter in Bank Records 
 

[Your Name]​
[Your Old Address]​
[City, State, ZIP Code]​
[Email Address]​
[Phone Number]​
[Date] 

[Bank Name]​
[Branch Name]​
[Bank Address]​
[City, State, ZIP Code] 

Subject: Request for Address Change in Bank Records 

Dear [Bank Manager's Name], 

I hope this letter finds you well. I am writing to formally request a change in my address as per 
the records held by your esteemed bank. The details of my current and updated information are 
as follows: 

Current Bank Account Information: 

●​ Account Holder Name: [Your Full Name] 
●​ Account Number: [Your Account Number] 
●​ Old Address: [Your Old Address] 

Requested Changes: 

●​ New Address: [Your New Address] 

I kindly request you to update your records with my new address at your earliest convenience. I 
understand the importance of accurate information for banking transactions and wish to ensure 
that all correspondence, statements, and other communications are sent to the correct location. 

Enclosed with this letter are the following supporting documents for your verification: 

1.​ Copy of my updated utility bill with the new address. 
2.​ Copy of my updated driver's license with the new address. 



If there are any additional forms or procedures required from my end, please inform me, and I 
will promptly complete them. I appreciate your prompt attention to this matter and thank you for 
your cooperation. 

If you require any further information or clarification, please feel free to contact me at [Your 
Phone Number] or [Your Email Address]. 

Thank you for your assistance, and I look forward to your confirmation of the address update. 

Sincerely, 

[Your Full Name] 
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