
Inquiry for Insurance Policy Document 

Date: [Insert Date] 

[Your Name] 

[Your Address] 

[City, State, Zip Code] 

[Email Address] 

[Phone Number] 

[Insurance Company Name] 

[Company Address] 

[City, State, Zip Code] 

Dear [Insurance Agent's Name], 

I hope this letter finds you well. I am writing to inquire about the status of my insurance policy 

document with the policy number [Insert Policy Number]. 

As I have not yet received the document, I would appreciate your assistance in providing me 

with a copy at your earliest convenience. Alternatively, if it has already been sent, could you 

please confirm the date of dispatch? 

Thank you for your attention to this matter. I look forward to your prompt response. 

Sincerely, 

[Your Name] 


