
Date: [Date] 

[Contractor Name] 

[Contractor Address] 

[City, State, Zip Code]  

Subject: Update to Invoicing Procedures Due to Change in Property Ownership 

Dear [Contractor Contact Name], 

This letter is to formally notify you that the ownership of the property located at [Property 

Address] has changed, effective [Date of Transfer]. 

The new legal owner of the property is [New Owner/Entity Name]. Due to this transition, 

please update your records and ensure all future invoices for work performed at this location are 

addressed as follows: 

Bill To: 

[New Owner/Company Name] 

[Billing Address] 

[City, State, Zip Code] 

[Attention: Accounts Payable / Contact Name]  

Please note the following regarding your next invoice: 

• Services rendered prior to [Date of Transfer] should be billed to [Old Owner Name]. 

• Services rendered on or after [Date of Transfer] must be billed to [New Owner Name]. 

If you have any questions regarding this change or need updated tax documentation (such as a 

W-9), please contact [Contact Name] at [Phone Number] or [Email Address]. 

Thank you for your continued service during this transition. 

Sincerely, 

[Your Signature] 

[Your Printed Name] 

[Your Title/Role]  


