[Date]

[Landlord or Property Management Name]
[Address Line 1]

[Address Line 2]

[City, State, Zip Code]

RE: Notice of Update to Contact Information for Lease at [Property Address/Suite
Number]

Dear [Name of Landlord or Property Manager],

Please be advised that the contact information for [ Your Company Name], the tenant at the
above-referenced property, has changed. Please update your records effective [Date].

Our updated contact details are as follows:

e Primary Contact Name: [Name]

o Title: [Title]

e New Billing Address: [Address, City, State, Zip]
e Primary Phone Number: [Phone Number]

e Primary Email Address: [Email Address]

All future invoices, legal notices, and general correspondence related to our lease should be
directed to the information provided above.

Please acknowledge receipt of this update by replying to this email or sending a confirmation to
[Email Address].

Thank you for your cooperation.
Sincerely,

[Your Signature]

[Your Printed Name]

[Your Title]
[Your Company Name]



