
Name Or Address Change Request Letter

[Your Name]

[Your Address]

[City, State, Zip Code]

[Email Address]

[Phone Number]

[Today's Date]

[Recipient's Name]

[Recipient's Title (if applicable)]

[Company/Organization Name (if applicable)]

[Address]

[City, State, Zip Code]

Subject: Request for Name/Address Change

Dear [Recipient's Name],

I hope this letter finds you well. I am writing to formally request a change of name/address

associated with my account/records within your organization. The purpose of this request is to

update my personal information to reflect my current details accurately.

Old Information:

Full Name: [Current Full Name]

Address: [Current Address]

New Information:

Full Name: [New Full Name, if applicable]

Address: [New Address, if applicable]

Reason for the Change:

[Explain the reason for the name/address change. It could be due to a legal name change,

relocation, marriage, divorce, or any other relevant reason.]



Supporting Documents:

Please find attached the necessary supporting documents to validate the requested changes. These

documents include [list the documents attached, such as a marriage certificate, court order, or utility

bill as proof of the new address].

I kindly request your prompt attention to this matter to ensure that my information is updated in a

timely manner. Should you require any additional information or have any questions regarding this

request, please feel free to contact me via phone or email provided above.

Thank you for your understanding and cooperation in this matter. I look forward to receiving a

confirmation of the name/address change once it has been processed.

Sincerely,

[Your Full Name]

[Your Signature (if submitting a physical letter)]

Enclosures: [List the documents attached, if any]


