[Company Name]
[Department]
[Date]

Subject: Notice of Account Closure - Invalid Mailing Address

Dear [Account Holder Name],

Our records indicate that mail sent to the address on file for your account has been returned to us
as undeliverable. As we are unable to maintain a valid point of contact for your account, we are

writing to inform you that your account [ Account Number] will be closed effective [Date].

To prevent this closure, you must provide a valid mailing address and proof of residency no later
than [Deadline Date]. You may update your information by:

o Logging into your online portal at [URL]
o Calling our customer service team at [Phone Number]

e Visiting a local branch office

If the account is closed, any remaining balance will be [describe process, e.g., sent via check to
the updated address or transferred to the state's unclaimed property division].

Sincerely,

[Your Name/Department]
[Company Name]



