
HOW TO WRITE A CHANGE OF BUSINESS NAME LETTER HEAD

As a business owner, you tend to always look out for your company and only want the best for it. And that is completely
understandable. Changing the name of .

A business name change can also result in the loss of customers. There are some drawbacks to using this
method, though, that make sending a printed letter a more suitable approach. During the name change process,
a key issue is the cost involved. In fact, a concise letter with just the necessary information will be better
received and recalled by your recipients. This is usually a one-page form that is filled out with your original
business information and the changes that have taken place. Write a letter to the IRS to inform them of the
name change. Following is an example. You should also notify all customers, creditors and other parties that
are important to the business. Partnerships that have already filed their taxes should send a separate letter
signed by a partner to their tax return filing address. A sole proprietorship should send the letter to its tax
return filing address. You might think that sending your business letter changing company name via email is
the quickest way to spread the word. Corporate entities that have already filed their taxes can send a letter
signed by a corporate officer to their tax return filing address. Include your current business name as well. A
business name change can also result in the loss of customers. Consider using email or social media to get the
word out on the name change and to receive instant feedback that could be valuable to your business. To
expedite the process, you might want to create a letter template that you can send out to everyone with the
explanation. If you typically communicate with vendors and other businesses this way, an email
supplementing your letter acts as a reminder for them to update your company information in their database or
other electronic records, as well. This is particularly true if it is addressed to the specific recipient as opposed
to Current Resident. In addition, you can enclose other printed materials with a printed letter, such as a
business card, a flyer or a discount coupon encouraging customers to visit your business in the near future.
You should also notify all customers, creditors and other parties that are important to the business. This
change will take effect on December 1,  To expedite the process, you might want to create a letter template
that you can send out to everyone with the explanation. If you do decide that a change of name will benefit
your company, make certain that you notify all interested parties and include relevant information in your
notice. Enclosed you will find a loyal customer discount coupon. This will help busy clients, customers and
vendors remember that you have changed your company name. The replacement of marketing materials,
stationary and other items marked with the old business name can be costly. For instance, if the email address
that you have for a contact is misspelled or no longer valid, you may never know that the person did not
receive your letter. Corporate entities that have already filed their taxes can send a letter signed by a corporate
officer to their tax return filing address. A sole proprietorship should send the letter to its tax return filing
address.


