[Insert Your Company Logo]

Month Day, Year

Dear Valued Customer,
Thank you for your continued business. We have made changes to our receivables processing which caused our remittance address to change to the following:
[Your Company Name] 
[Address Line 1]
[City, State Zip Code]
Please update your records immediately to ensure your payment is processed promptly. 
Should you have any questions or need further assistance, please do not hesitate to contact our customer service team at [Customer Service Phone Number] or via email at [Customer Service Email Address].
Thank you for your prompt attention to this matter. We value your continued partnership and look forward to serving you with improved payment processing efficiency.
Sincerely,

[Your Name] 
[Your Title] 
[Your Company Name]




