[DATE]

	[CLIENT NAME]
[CLIENT ADDRESS]
Philadelphia, PA 191[XX]



Dear [CLIENT NAME]:
As you know, Philadelphia VIP referred your case to me for assistance with legally changing your name. After filing a petition with the Philadelphia Court of Common Pleas, I am delighted that the Philadelphia courts have decreed that your legal name can be changed to [CLIENT NAME]. 

Copies of Your Legal Name Change Order:
Enclosed with this letter is the court order of your legal name change (named “Decree for Change of Name”). You are receiving five (5) certified copies of your order of legal name change. You are free to make more “non-certified” or regular copies, and we are happy to make “non-certified” copies for you. If you need more than five (5) certified copies at any point, you must request them from the court. 

A certified copy simply refers to the “official” copy of the court order issued from the court itself. You will need a certified copy of the court order to update certain documents, such as your social security card, driver’s license or photo ID, passport, and birth certificate. You probably do not need a certified copy to update other accounts, like credit cards or bank accounts. When you are updating any accounts or documents, you should ask if a certified copy is truly necessary. We recommend always keeping at least one (1) certified copy of your court order of legal name change for your records.


We have gathered some information regarding next steps to update your identity documents. Not all of these will apply to you, and the instructions from each office may change at any time. The information below is to help you get started on the process. We recommend updating your documents in this order as soon as possible:



1. Social Security card
· We recommend that you update your Social Security card first, as that process is free and often immediate if you go in person. The DMV and other offices may also require an updated Social Security card to obtain other forms of ID.
· Bring your ID, current Social Security card, and name change decree with this form (https://www.ssa.gov/forms/ss-5.pdf) to your local Social Security office.
· Unfortunately, you can no longer update your gender marker with Social Security, but there is no gender marker on the physical card.
· You can find more information on updating your social security card here: https://www.ssa.gov/personal-record/change-name.

2. State-issued ID/Driver’s license
· You can find more information on updating your driver’s license or photo ID card here:
https://www.dmv.pa.gov/Driver-Services/Driver-Licensing/Pages/Change-Your-Name-or-Address.aspx
· To apply for a REAL ID, you will need a Social Security card in your current legal name.
· Pennsylvania requires that you file a separate form to update the gender marker on your state ID. If you plan to change the gender marker on your state ID, you should file this form along with the one requesting to change your name on your state ID: 
https://www.dot.state.pa.us/Public/DVSPubsForms/BDL/BDL%20Form/DL-32.pdf

3. Employer work documents
· Once your name is updated with the Social Security Administration, your name will automatically be updated with the IRS.
· As a result, you should update your name with your employer as soon as possible after receiving your updated Social Security card and before tax documents (e.g., W-2) come out. 

4. Birth certificate – optional
· You do not need to update your birth certificate unless you want to.
· If you were born in PA:
· Use this form: https://www.pa.gov/content/dam/copapwp-pagov/en/health/documents/topics/documents/certificates-and-records/Request%20to%20Modify%20an%20Adult's%20Birth%20Record.pdf
· To change your gender marker, you will need a letter from a physician certifying your gender change. A sample letter can be found here: https://view.officeapps.live.com/op/view.aspx?src=https%3A%2F%2Ftransequality.org%2Fsites%2Fdefault%2Ffiles%2FPhysicianLetter2021.docx&wdOrigin=BROWSELINK
· You can find more information on updating your PA birth certificate here: https://www.pa.gov/en/services/health/edit-a-birth-certificate.html
· If you were born in another state, you can find your state’s forms and instructions on their vital records webpage, or visit https://transequality.org/documents and search for your state for forms and instructions.

5. Passport – optional
· You may update your name on your passport. You can find more information on this process here:
https://travel.state.gov/content/travel/en/passports/have-passport/change-correct.html
· If your passport was issued one year ago or less, use this form: https://eforms.state.gov/Forms/ds5504_pdf
· If your passport was issued more than one year ago, use this form: https://eforms.state.gov/Forms/ds82_pdf.pdf
· Please note that these MUST be sent via USPS, and that Fed Ex, UPS, and other couriers cannot access the P.O. boxes set up for this purpose.
· Unfortunately, you cannot update your gender marker on your passport. Passport offices require your passport to reflect your sex assigned at birth.

6. Green card – if applicable
· You can file form I-90 online here: https://www.uscis.gov/forms/explore-my-options/renew-or-replace-my-green-card
· The instructions are very straightforward, and it’s best/easiest to complete this electronically rather than on paper.

File Closing
I am now closing your case in our office and letting VIP know that your case has closed. Should you have any questions or concerns in the future, please contact [me, or VIP at (215) 523-9550 – whichever you prefer].

It has been a pleasure working with you.

Sincerely,


[VOLUNTEER ATTORNEY’S NAME]


Enclosures:	[ANY RELEVANT DOCUMENTS THAT CLIENT DOES NOT ALREADY HAVE ORIGINALS AND/OR COPIES OF]


cc:	Philadelphia VIP, via email

 
 	4
