
HR Address Update Letter

Subject: Employee Address Update Request

Dear HR Team,

I am writing to request an update to my personal records with the new address as follows: [New

Address]. My previous address was [Old Address], and the effective date of the change is [Date].

Kindly update the HR records and confirm once the changes are reflected.

Best regards,

[Employee Name]

[Employee ID]

Get more templates here: 

https://www.lettersandtemplates.com/letters/address-transfer-letter-format


