
Request for Policy Renewal 

Date: [Insert Date] 

To, 

[Insurance Company Name] 

[Company Address] 

[City, State, Zip Code] 

Dear [Agent's Name/To Whom It May Concern], 

I hope this letter finds you well. I am writing to formally request the renewal of my insurance 

policy, Policy Number [Insert Policy Number], which is set to expire on [Insert Expiration Date]. 

Additionally, please note the updated information regarding my policy: 

• Insured Name: [Insert Updated Name] 

• Address: [Insert Updated Address] 

• Contact Number: [Insert Updated Phone Number] 

• Email: [Insert Updated Email] 

• Coverage Changes: [Insert Any Changes] 

I appreciate your prompt attention to this matter and look forward to your confirmation regarding 

the renewal of my policy. 

Thank you for your assistance. 

Sincerely, 

[Your Name] 

[Your Address] 

[City, State, Zip Code] 

[Your Contact Number] 


