[Your Current Name]
[Your Address]

[City, State, Zip Code]
[Your Phone Number]
[Your Email Address]

[Date]
[Name of Contact Person or Department]
[Name of Institution/Organization]
[Address]
[City, State, Zip Code]
Subject: Request to Revert to Maiden Name
To Whom It May Concern,
I am writing to formally request that you update your records to reflect my legal name change. I
have recently reverted to using my maiden name following a [divorce/legal name change
process].
Please update the account(s) listed below from my current name to my maiden name:
e Account/Reference Number: [Enter Account Number]
e Current Name on File: [Your Current Full Name]
e New Name to be Recorded: [Your Maiden Name]
I have enclosed the following supporting documentation for your records:
[List documents, e.g., Certified Copy of Divorce Decree, Updated Social Security Card, or

Driver's License]

Please confirm in writing once this update has been processed. Thank you for your prompt
attention to this matter.

Sincerely,
[Your Signature]

[Your Printed Maiden Name]



