
[Your Name] 

[Your Address] 

[City, State, Zip Code] 

[Your Phone Number] 

[Your Email] 

[Date] 

[Recipient Name] 

[Organization Name] 

[Department] 

[Address] 

[City, State, Zip Code] 

RE: Notice of Legal Name Change due to Adoption 

To Whom It May Concern, 

I am writing to formally notify you that my legal name has been changed following a legal 

adoption process. Please update your records to reflect this change effective immediately. 

Former Legal Name: [Former First, Middle, and Last Name] 

New Legal Name: [New First, Middle, and Last Name] 

Account/Reference Number: [Number if applicable] 

Date of Birth: [MM/DD/YYYY] 

I have enclosed a certified copy of the [Final Decree of Adoption / Name Change Order] and a 

copy of my updated [State ID / Social Security Card] for your verification. 

Please provide written confirmation once my records have been updated in your system. If you 

require any additional documentation, please contact me at the phone number or email address 

listed above. 

Thank you for your prompt attention to this matter. 

Sincerely, 

[Your New Legal Signature] 

[Your New Printed Name] 

Enclosures: 

- Certified Copy of Adoption Decree 

- Copy of Updated Identification 


