
Subject: Name Change Request 

Dear [Recipient's Name], 

I hope this message finds you well. I am writing to formally request a 

change of my name in your records.  

My current name is [Your Current Name], and I would like to change it to 

[Your New Name]. This change is necessary due to [brief explanation for 

the name change, e.g., marriage, legal reasons, etc.]. 

I have attached the relevant documentation to support this request, 

including [list any documents, e.g., marriage certificate, court order, 

etc.]. 

Thank you for your attention to this matter. Please let me know if you 

require any additional information or if there are any forms I need to 

complete. 

Best regards, 

[Your Full Name]  

[Your Contact Information]  

[Your Address, optional] 


