
[Your Name] 

[Your Address] 

[City, State, Zip Code] 

[Date] 

[Recipient Name or Department] 

[Company/Organization Name] 

[Company Address] 

[City, State, Zip Code] 

Subject: Update of Primary Mobile Phone Number 

Dear [Recipient Name/Customer Service], 

I am writing to formally request an update to the primary contact information associated with my 

account [Account Number, if applicable]. 

Please update your records to reflect my new primary mobile phone number, effective 

immediately: 

Old Mobile Number: [Former Phone Number] 

New Mobile Number: [New Phone Number] 

Please use this new number for all future communications, including SMS notifications, two-

factor authentication, and account-related calls. 

If you require any further verification or documentation to process this change, please let me 

know. Thank you for your assistance. 

Sincerely, 

[Your Signature] 

[Your Printed Name] 


