
[Your Company Name] 

[Your Company Address] 

[City, State, Zip Code] 

[Date] 

[Vendor Name] 

[Vendor Address] 

[City, State, Zip Code] 

Subject: Update to Our Contact Information 

Dear [Contact Person Name or Vendor Relations Team], 

Please be advised that [Your Company Name] has updated its contact information. We request 

that you update your records effective [Effective Date] to ensure all future correspondence, 

invoices, and deliveries are directed correctly. 

Our updated details are as follows: 

• Company Name: [Your Company Name] 

• Primary Contact Person: [Name] 

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

• Phone Number: [Phone Number] 

• Email Address for Orders: [Email Address] 

• Email Address for Accounts Payable: [Email Address] 

Please update your database to reflect these changes. If there are specific forms we need to 

complete or if you require any additional documentation to process this update, please let us 

know as soon as possible. 

Thank you for your continued partnership. 

Sincerely, 

[Your Signature] 

[Your Printed Name] 

[Your Title] 


