
[Your Name] 

[Your Address] 

[City, State, Zip Code] 

[Email Address] 

[Phone Number] 

[Date] 

[Insurance Company Name] 

[Company Address] 

[City, State, Zip Code] 

Dear [Insurance Company Representative's Name], 

I hope this message finds you well. I am writing to inquire about the current status of our group 

insurance policy, [Policy Number], which is held by [Company/Organization Name]. 

As a member of the policy, I would appreciate it if you could provide me with the following 

information: 

• Confirmation of coverage for all enrolled members. 

• Details of any recent changes to the policy. 

• Information regarding claims processing times. 

• Any upcoming deadlines for renewal or changes in coverage. 

Please let me know if you require any further information to assist with my inquiry. I look 

forward to your prompt response. 

Thank you for your attention to this matter. 

Sincerely, 

[Your Name] 

[Your Position, if applicable] 

[Your Company/Organization Name, if applicable] 


