
[Your Current Name] 

[Your Address] 

[City, State, Zip Code] 

[Your Phone Number] 

[Your Email Address] 

[Date] 

[Insurance Company Name] 

[Insurance Company Address] 

[City, State, Zip Code] 

RE: Request for Policyholder Name Change 

Policy Number: [Your Policy Number] 

Dear Customer Service Department, 

I am writing to formally request a name change on the above-referenced insurance policy. Due to 

[reason for change, e.g., marriage, divorce, or legal name change], my name has officially 

changed. 

Please update your records to reflect my new legal name as follows: 

• Former Name: [Your Former Full Name] 

• New Name: [Your New Full Name] 

I have enclosed copies of the following supporting documentation for your records: 

• [List document, e.g., Marriage Certificate] 

• [List document, e.g., Updated Driver's License] 

• [List document, e.g., Social Security Card] 

Please confirm in writing once this update has been processed. If there are additional forms 

required to complete this request, please let me know at your earliest convenience. 

Thank you for your assistance. 

Sincerely, 

[Your Signature] 

[Your New Printed Name] 


