[Your Name]

[Your Address]

[City, State, Zip Code]

[Your Phone Number]

[Your Email Address]

[Date]

[Recipient Name or Department]
[Organization Name]
[Organization Address]

[City, State, Zip Code]

Subject: Notification of Name Change Due to Marriage
To Whom It May Concern,

I am writing to formally request a change of name on my account/records with [Organization
Name] due to my recent marriage.

My previous name was: [Full Maiden/Previous Name]
My new name is: [Full Married Name]

To identify my account, please see the following details:
Account/Policy Number: [Account Number]
Date of Birth: [Your Date of Birth]

I have enclosed a certified copy of my marriage certificate as proof of this change. Please update
your records to reflect my new legal name for all future correspondence and billing.

If you require any additional documentation or if there are specific forms I need to complete,
please let me know at your earliest convenience.

Thank you for your assistance with this matter.
Sincerely,
[Your Signature (if sending by mail)]

[Your New Legal Name]



