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Dear Sir/Madam 

 

COMPANY: _______________________________________________________________________ 

We refer to your letter dated ___________________________ in connection with your request 

for Change of Name, and hereby demand for the following documents to enable us effect the 

change. 

 
1. Original and photocopy of your Marriage Certificate/Sworn Affidavit. 

2. Original and photocopy of the Newspaper Publication. 

3. Original Share Certificate in your possession for endorsement. 

4. Banker’s Confirmation of your signature, affixed with passport photograph, if differs from 

the one on our record. 

5. GSM Number. 

6. Email Address. 

Kindly note that all original documents will be returned to you after sighting and endorsements. 

Hence if you desire your original documents and endorsed certificates to be mailed back to you, 

you are requested to forward along a self addressed envelope (25mm x 31mm) with N………. 

postage stamp affixed thereon. 

 

Yours faithfully, 

 

Registrar 
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