User Notes
For use in England & Wales only
Change of Name Deed for a Surname
Under English common law, a person may take a new surname, perfectly legally, without drawing up any formal record, provided that such action is not undertaken for the purpose of fraud or avoidance of obligation, etc.
However in the modern world with social security, pensions and health care it is sensible for a person to use one of the formal methods of changing their surname. Many government departments (e.g. Inland Revenue, the Passport Office, the Land Registry etc.) and UK financial institutions today require formal proof of a change of surname. So too do most professional bodies.
This package allows a person to change their name by two alternative methods:
- Execution of a Deed Poll
- Statutory Declaration to change name by usage
It also creates the documentation and letters that are needed for the person to have the change of name formally enrolled at the Central Office of the Supreme Court. This enrolment, which involves advertising the change in The London Gazette, costs £37.99 (as at January 2003). If you are changing your surname then having it enrolled at the Central Office is a prudent thing to do. Only British, British Dependent Territories, British Overseas or Commonwealth citizens and British subjects who are permanently resident in the United Kingdom can enrol a change of name at the Central Office. Thus if the person wishing to change their surname name is an American citizen or a German citizen (or any other “alien” citizen) then this package is not suitable for such use.
The Deed Poll
A deed poll is the technical term for a formal document involving only one party. This package asks you a series of questions and prepares the deed automatically. Please note the following:
1. Only British, British Dependent Territories, British Overseas or Commonwealth citizens and British subjects who are permanently resident in the United Kingdom can apply using this package. The package inserts the appropriate references to sections of the British Nationality Act 1981 under which they acquired their particular citizenship.
2. The applicant must also provide relevant documentation such as a birth certificate or passport to prove citizenship.
3. An applicant must state whether they are single, married or divorced.
4. A married applicant must produce their marriage certificate. They must also give their spouse written notice of their intention to change their name and obtain their spouse’s consent. The applicant must attach to the deed poll the notice given to the spouse at their last known address and the spouse’s written consent. (The easiest way to do this is to write a letter to the spouse enclosing a copy and asking in the letter for the spouse to sign the copy letter confirming consent and return it. This returned copy will then be both the “notice given to the spouse at their last known address “ and the “letter from the spouse giving consent”) If their spouse does not give consent, the applicant must provide good reason for dispensing with the consent.
5. The applicant must sign the deed poll in both their old and new names.
6. The deed and the attached documents and certificates should form an exhibit to a declaration. A Commonwealth citizen who is a householder resident in the U.K. must make the declaration. They must state their citizenship and residency and the length of time that they have known the applicant, being no less than 10 years. (in this section a Commonwealth citizen will include a British citizen)
7. When the applicant enrols the deed poll, the clerk of the Central Office must advertise the deed poll in the London Gazette. The applicant will be responsible for the costs of the advertisement – currently £37.99 (as at January 2003).
Summary & Practical steps to enrol the deed poll
When you run the package you will create:
The Deed Poll that must be completed in accordance with the above requirements;
The Statutory Declaration, which must be completed by the Commonwealth citizen, who has known the applicant for at least 10 years, and has to be sworn before a person who is, authorized for the swearing of statutory declarations, for example a commissioner for oaths (check in Yellow Pages – most solicitors are Commissioners for Oaths) The fee for anyone to perform this service is fixed by law under The Commissioners for Oaths (Authorised Persons) (Fees) Order 1993 and currently (January 2003) stands at £5 inclusive of VAT for a Declaration and £2 inclusive of VAT for each Exhibit to a Declaration – the total therefore to be paid for this service is £9 inclusive of VAT 
Form of notice for advertisement of the change of name in the Government Gazette
Two exhibit front sheets that will need to be attached to the statutory declaration
Letter to the Central Office enclosing all the relevant documentation and the prescribed fee.
Complete the Deed Poll and make two certified copies (a certified copy is a copy that has been formally confirmed as being a true copy normally by it being stamped or marked by the copier as being genuine. One way of doing this is to get the original photocopied in a professional copy shop and then get the manager to rubber stamp and initial the photocopies as being genuine copies). Using the first exhibit sheet, attach one certified copy of the Deed Poll. This (with its enclosure) becomes Exhibit 1 to the Statutory Declaration
Use the second exhibit sheet and attach certified copies of the proof of citizenship (for example birth or registration certificate), the marriage certificate (if required), the letter addressed to the spouse at their last known address seeking consent to the change of name and the spouse’s reply indicating their consent. This (with its enclosures) becomes Exhibit 2 to the Statutory Declaration
Attach the Statutory Declaration, Exhibit 1 and Exhibit 2 to the letter to the Central Office. Also include the Original Deed Poll, the second certified copy of the Deed Poll, the Notice of Advertisement and the enrolment fee. The enrolment fee is £37.99 (January 2003) and payment should either be by postal order or cash, if you attend the offices personally, or by cheque drawn in favour of HMPG.
The clerk will check the documents and if they are satisfied, the original deed poll will be stamped and returned to you. The clerk will arrange for the advertising of the change of name.
Statutory Declaration to change name by usage
A person may have used a new name for some considerable period of time and never taken any formal steps to change their name. A statutory declaration is a way in which a person can formally acknowledge their new name. 
If you, in the course of answering the questions, have opted to produce a Statutory Declaration rather than a Deed Poll you will need to take the finished document to a commissioner for oaths (check in Yellow Pages – most solicitors are Commissioners for Oaths) for it to be formally sworn. The fee for anyone to perform this service is fixed by law under The Commissioners for Oaths (Authorised Persons) (Fees) Order 1993 and currently (January 2003) stands at £5 inclusive of VAT for a Declaration.
Once you have a formally sworn Statutory Declaration you will need several certified copies (a certified copy is a copy that has been formally confirmed as being a true copy normally by it being stamped or marked by the copier as being genuine. One way of doing this is to get the original photocopied in a professional copy shop and then get the manager to rubber stamp and initial the photocopies as being genuine copies). Each organisation which you ask to amend their details to reflect your new surname is likely to require sight of a certified copy of your Statutory Declaration.
The Statutory Declaration produced by this package is only suitable for a person who has not changed his or her name previously.
