1234, Main Street
Boston, MA 02123

04 April, 2005

<Recipient Address Goes Here>

Hello,

Re: Account No. <account number>

I am writing to request that you add <name> to the above-referenced account as a secondary cardholder. I authorize you to extend to <him/her> all the charging privileges attendant thereto. To assist you in processing this request, I am providing the following information:

FULL NAME: <name>
ADDRESS: <address>
TELEPHONE NUMBER: <phone number>
SOCIAL SECURITY NO.: <SS number>
DRIVERS LICENSE NO.: <DL number>

Please feel free to verify the above information by contacting <insert name> at the address and phone listed above.

I appreciate your attention to this request and hope that you will contact me immediately should you have any questions.

Regards,

Robert Anderson


encl: <List of enclosed items goes here>
