[Your Company Letterhead]
[Your Name]

[Your Title]

[Your Company Name]
[Your Company Address]
[City, State, Zip Code]
[Email Address]

[Phone Number]

[

[

[

Recipient Name]
Recipient Address]
[City, State, Zip Code]
Dear [Recipient Name],
We are writing to confirm the verification of your address as part of our
records update process.
**Verified Address:**
[Recipient Address]
If any of the information above is incorrect, please contact us at your
earliest convenience to provide the correct details.
Thank you for your prompt attention to this matter.
Sincerely,
[Your Signature (if sending a hard copy)]
[Your Printed Name]
[Your Title]
[Your Company Name]



