Write a letter to bank informing about the information about the change of address.


234, Main Street
Banaras

04 April, 2005

<Recipient Address Goes Here>

Hello, 

Re: Change of Address
Account Number <number>

Please be advised that, effective <moving date>, my address will change. My new address and phone number will be: 

<new address>
<new City, State Zip>
<new telephone number>

Please update my account with the above information. Thank you for your assistance. If you have any questions, please do not hesitate to contact me.

Regards, 

Geetha

encl: <List of enclosed items goes here>

