
 

 

INSTRUCTION GUIDE: What to do after receiving your Deed Poll 

 

EXECUTING [COMPLETING] YOUR DEED POLL PAPERWORK 

N.B. If you have more than one copy, then they should all be completed in the same way. 

Your witness must be over the age of 18, not related and live at a different address. 

The diagram below explains how to complete your Deed Poll paperwork. Please follow the 

instructions carefully. 

 



 

COVER LETTER EXAMPLE 

Once you have executed (completed) your Deed Poll, you need to send the original (not a photocopy) 

to your record holders, along with a cover letter. 

A suggested cover letter text to send could be: 

“HM Revenue & Customs 
National Insurance Contributions and 

Employers Office 

BX9 1BX 

 
 

 

[date] 

 
Dear Sir/Madam, 

I wish to inform you that I have executed a Deed Poll to change my name. I have enclosed the 

original Deed Poll as documentary evidence of the same. Please update your records as necessary 
and kindly return my Deed Poll as soon as possible. 

I look forward to your acknowledgement of this notification and that your records have been 

updated. 
Yours faithfully, 

[your signature and address].” 

 

Please Note: In order to update your Driving Licence you will also need to complete the DVLA form D1, 

available from any Post Office © branch. 

Please Note: In order to apply for your first Passport, or to have it re-issued in your new name, you can use the 

online service: https://www.gov.uk/apply-renew-passport. You can also apply through the “Passport Check & 

Send” service at the Post Office ©. 

 

 

COMMON PLACES TO NOTIFY (the list is not exhaustive) 
 

1. College or University 

2. GP 

3. Dentist 

4. Bank 

5. DVLA (driving licence) 

6. HM Passport Office 

 

7. Utility companies (electricity, gas, etc.) 

8. Phone/Internet provider 

9. TV Licencing Office 

10. Employer 

11. Pension company 

12. Professional Institutes 

 

Please Note: Government departments will not accept a photocopy of your Deed Poll. You will need to send 

the original Deed Poll. 

 

Thank you again for using Baraka UK Deed Poll Service and, as always, please do not hesitate to 

contact us if you require our assistance. 

Aisha Barbara Farina, BSc (Hons), MCIL, Manager 

 

    © Baraka Translations & Services 
    80 Halstead Street, Leicester, LE5 3RD 

    E-mail: ukdeedpoll@barakatranslations.com 
    Web: https://barakatranslations.com/deed-poll/ 

 
 

Tel : 0116 215 3392 
Mob : 07815 500826 

 


