
Notification of Missing Insurance Policy 

Dear [Recipient's Name], 

We are writing to inform you that we have not received your insurance policy documents for the 

period of [Policy Period]. It is important for us to have these documents on file to ensure your 

coverage is maintained. 

Please check your records and send us the missing policy documents at your earliest 

convenience. If you have already submitted these documents, please disregard this notice. 

If you have any questions or need assistance, feel free to contact us at [Contact Number] or 

[Email Address]. 

Thank you for your prompt attention to this matter. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Company] 

[Company Address] 

[City, State, Zip Code] 

[Phone Number] 


