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[Your Name]

[Your Department Name]

University of Denver
[Your Building Address]

[Denver CO 80208-Your Mail Stop Code]

[Recipient Name]

[Recipient Company Name]

[Recipient Address]

[Recipient City, STATE ZIP+XXXX]

Dear [Recipient Name],

This letter is to inform you that my department at the University of Denver has a new mailing address with a plus-four ZIP Code. Please update your records to replace my previous address with my new address as follows:

[Your Name]

[Your Department Name]

University of Denver

[Your Building Address]

[Denver CO 80208-Your Mail Stop Code]

Thank you for your prompt attention to this matter.

Sincerely,

[Your Name]

