
To Whom It May Concern, 

I hope this message finds you well. I am writing to formally request an update to my name in 

your records. My previous name was [Old Name], and I would like to update it to [New Name]. 

This change reflects my personal circumstances, and I would appreciate your assistance in 

ensuring that my application materials reflect this update. Please let me know if you require any 

documentation to process this change. 

Thank you for your attention to this matter. I look forward to your prompt response. 

Sincerely, 

[Your Name] 

[Your Contact Information] 


