
Request for Amendment of Insurance Policy 

To, 

Customer Service Department, 

[Insurance Company Name] 

[Company Address] 

[City, State, ZIP Code] 

Date: [Insert Date] 

Subject: Request for Amendment of Existing Insurance Policy 

Dear Sir/Madam, 

I am writing to formally request an amendment to my existing insurance policy with your 

esteemed company. My policy details are as follows: 

• Policy Number: [Your Policy Number] 

• Policy Holder Name: [Your Name] 

• Type of Policy: [Type of Insurance] 

Due to [reason for amendment, e.g., change in address, coverage needs, etc.], I would like to 

request the following amendments: 

• [Detail of the amendment 1] 

• [Detail of the amendment 2] 

• [Detail of the amendment 3] 

I kindly request that you process this amendment at your earliest convenience. Should you 

require any further information or documents to facilitate this request, please do not hesitate to 

contact me at [Your Phone Number] or [Your Email Address]. 

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

Sincerely, 

[Your Name] 

[Your Address] 

[City, State, ZIP Code] 


