
Transportation Service Insurance 

Documentation Request 

Date: [Insert Date] 

To, 

[Insurance Company Name] 

[Insurance Company Address] 

Subject: Request for Transportation Service Insurance Documentation 

Dear [Insurance Company's Contact Person Name], 

I am writing to request the documentation related to our transportation service insurance policy 

number [Insert Policy Number]. As part of our compliance and record-keeping, we require the 

following documents: 

• Certificate of Insurance 

• Summary of Coverage 

• Claims Report (if applicable) 

• Policy Renewal Information 

We appreciate your prompt attention to this matter and look forward to receiving the needed 

documents by [Insert Due Date]. Should you require any further information or clarification, 

please do not hesitate to contact me at [Insert Your Phone Number] or [Insert Your Email 

Address]. 

Thank you for your assistance. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Company Name] 

[Your Company Address] 


