Instructions
THIS PAGE CONTAINS GUIDELINES TO HELP YOU COMPLETE YOUR LETTER. IT DOES NOT NEED TO BE PRINTED OR KEPT.
· Replace ADDRESS with your full address and DATE with the date you are completing the letter
· Replace AA000000A with your National Insurance number (a code that is 2 letters followed by 6 numbers, followed by a single letter)
· Replace PREVIOUS NAME with your birth name and replace NEW NAME with the name you wish to be known by (also include your previous title and new title, for example Miss to Mr. You can also use Mx as a gender-neutral title)
· Sign it (with the name you wish to be known by)
· Send a copy of your completed deed poll (do not send the original) and the letter to this address:
HMRC
Special Section D
Room BP9207
Benton Park View
Newcastle upon Tyne
NE98 1ZZ

· IMPORTANT – you can change your name and title associated with your National Insurance number at any point, but you need a GRC (Gender Recognition Certificate) to change your gender. Once you have a GRC, this should be updated automatically both with HMRC and the DWP, but you will still need to inform your employer so they can update payroll record and national insurance contributions. More information can be found here - https://www.gov.uk/tell-hmrc-change-of-details/gender-change





ADDRESS
DATE

NI Number: AA000000A

Dear Sir/Madam,
		I am writing to inform you of a change of name, but I do not have a Gender Recognition Certificate yet. I changed my name from PREVIOUS NAME to NEW NAME, and I have enclosed a copy of my deed poll. Would you please update my NI Number with my new name?

			Kind regards,



					
