[Your Name]

[Street Address]

[City, State ZIP Code]

[phone number - optional]

[email address - optional]

May 31, 2009

[Name of Recipient]

[Title]

[Company Name]

[Street Address]

[City, State ZIP Code]

Dear [Name of Recipient]:

Please be advised that we have moved and that we now how a new mailing address.

Please update your records. Our old address was:

[Old Street Address]

[City, State ZIP Code]

[phone number - optional]

Our NEW ADDRESS is:

[New Street Address]

[City, State ZIP Code]

[phone number - optional]

[Optional, if applicable add, otherwise delete: Please note that our account number is:

________]

Thanks in advance. Please do not hesitate to contact us if you have any questions.

Sincerely,

[Your Name]

[Title if any or delete if none]

