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To Whom It May Concern:

I wish to inform you that I have arranged to change my name and title from [old title][name] to [new title][name]. I will be known by my new name and title from [effective date].

Kindly update your records as necessary.

I have enclosed the original deed poll and will require it back as soon as possible.

Please acknowledge receipt of this notification and that your records have been updated.


Many thanks,



[new title][name]

