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Change of Address Update Telephone Company
[DATE]
[Address Here]

To Whom It May Concern, we are moving and thus, we want our address to be updated in your records and get our telephone connection shifted to the new address.

We want to keep the present telephone number – [number here].

Old Address –
· address here – 
New Address – 

-       address here – 

So, please update our address in your records and transfer our telephone connection on or before [date here] to our new address. Please forward all the bills and future correspondences to the new address as well.

You can contact me anytime, if you have any questions.

Thank you in advance.

Sincerely,

[NAME]
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