[Date]

[Contractor Name]
[Contractor Address]
[City, State, Zip Code]

Dear [Contractor Name],

I am writing to inform you of a change in my contact information, effective [Date]. Please update
your records to ensure that all future correspondence, invoices, and project communications are
sent to the following:

New Mailing Address: [New Street Address, City, State, Zip]

New Phone Number: [New Phone Number]

New Email Address: [New Email Address]

Please note that all existing contracts and payment terms remain unchanged. If you have any
pending invoices or documents, please redirect them to the new address/email provided above.

Thank you for your cooperation. I look forward to our continued professional relationship.
Sincerely,

[Your Name]
[Your Company Name, if applicable]



