
 

[Your Name] 

[Your Address] 

[City, State, ZIP Code] 

[Email Address] 

[Phone Number] 

[Date] 

[Bank Name] 

[Branch Address] 

[City, State, ZIP Code] 

 

Subject: Request for Change of Signature 

Dear [Bank Manager's Name], 

I hope this letter finds you well. I am writing to inform you about a change in my signature and to 

request the necessary updates to my account records. 

Old Signature: 

[Attach a copy of your old signature] 

New Signature: 

[Attach a copy of your new signature] 

Account Details: 

Account Holder's Name: [Your Full Name] 

Account Number: [Your Account Number] 

I recently decided to update my signature due to [provide a brief reason for the change, if desired, such 

as marriage, legal name change, etc.]. In accordance with this change, I kindly request you to update 

your records to reflect my new signature. 

I understand that the bank may have specific procedures in place for such requests. Please let me know 

if there are any forms or documents that I need to fill out to facilitate this process. Additionally, if there 

are any fees associated with this update, kindly inform me in advance. 

I am available at [your phone number] or [your email address] if there are any further details required 

from my end. I appreciate your prompt attention to this matter and thank you for your cooperation. 

I look forward to continuing my banking relationship with [Bank Name] and appreciate your assistance 

in updating my account information. Thank you for your time and consideration. 



Sincerely, 

[Your Full Name] 

[Your Signature] 

[Enclosures: Copies of old and new signatures] 


