[Your Company Letterhead]
[Your Company Name]
[Your Company Address]
[City, State, Zip Code]

[Date]

[Bank Name]
[Bank Address]
[City, State, Zip Code]

Subject: Change in Authorized Signatories
Dear [Bank Name],

| am writing to inform you of a change in the authorized signatories for our company, [Your Company
Name]. This change is effective [effective date], and we kindly request you to update your records
accordingly.

Old Authorized Signatories:

Name: [Old Signatory Name 1]
Position: [Old Signatory Position 1]
Signature:

Date:

Name: [Old Signatory Name 2]
Position: [Old Signatory Position 2]
Signature:

Date:

New Authorized Signatories:

Name: [New Signatory Name 1]
Position: [New Signatory Position 1]
Signature:

Date:

Name: [New Signatory Name 2]
Position: [New Signatory Position 2]
Signature:

Date:



Please find attached the necessary documents supporting the change, including resolutions passed by
our Board of Directors or partners, as required.

We kindly request you to update your records and acknowledge this change at your earliest
convenience. Additionally, if there are any forms or procedures that need to be completed on our end,
please provide them, and we will promptly comply.

If you require any further information or clarification, please feel free to contact our office at [Your
Contact Information].

Thank you for your prompt attention to this matter.

Sincerely,

[Your Full Name]

[Your Position]

[Your Contact Information]

[Your Email Address]

[Attach supporting documents, if any]



