E-mail Templates
Name Change Client Communications
After first call:

Dear [client], 

It was lovely speaking to you, and I look forward to meeting you in person on [DATE and TIME]. The building is [ADDRESS]. [Add any additional instructions for entry, e.g., “Text me when you arrive and I’ll come downstairs to meet you so you don’t have to show ID to Security.”]

Here is the information about Rosa’s Photo Truck for fingerprinting:
Address: 420 North 16th Street, Philadelphia, PA 19130 
Website: https://www.fingerprint-phila.com/ 
Open weekdays 8 am to 5 pm, and Saturdays from 12 noon to 5 pm 
Contact info: 215-432-5158 
$25 (tax included) per fingerprint card
On the website, they request folks still mask.
Make sure to bring ID.

We discussed the documents needed for the name change petition. 
Please will bring with you to the office originals or copies of:
Social security card;
Birth certificate;
Driver’s license;
Proof of residence (if your driver’s license/ID has your current residence, that works);
Original fingerprint card.

Please be in touch with any questions.



The client will meet with you in the office to review and sign the petition. Once you have completed the petition with the client, filed it, and it has been accepted, let the client know:

Dear [client], 

I filed your petition today and it has been accepted. All fees were waived. Your case number is [CASE NUMBER]. At this point, we are waiting for the court to waive the publication requirement and set a hearing date. Once they have set that date, I’ll let you know and confirm your availability. As a reminder, we do not expect to have to show up to court on the hearing date, but I want to confirm your availability just in case. The remainder of this process is a lot of waiting and shouldn’t require anything else from you. I will keep you updated as I receive updates from court, but please reach out if you have any questions or concerns in the meantime. 

Best, 


Through the remainder of the process, send email updates as you receive updates from the court re: publication waiver, hearing date, and background checks.


Name Change Granted 
Dear [Client], 
Congratulations! I just received a notification from the court that your legal name change was granted. I’ve attached a PDF copy of the decree for your records but you will need physical certified copies to update your identity documents. 

[When are you available to meet at the office? OR As discussed, we’ll meet at the office on [DATE/TIME]. The building is [ADDRESS].]

At this meeting we’ll discuss next steps for updating your identity documents and I can answer any questions you have. 
Best, 
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