
Appointment Request Letter 

Date: [Insert Date] 

[Your Name] 

[Your Address] 

[City, State, ZIP Code] 

[Email Address] 

[Phone Number] 

[Recipient's Name] 

[Insurance Agency Name] 

[Agency Address] 

[City, State, ZIP Code] 

Dear [Recipient's Name], 

I hope this message finds you well. I am writing to request an appointment to discuss my 

insurance options with your agency. I am particularly interested in [briefly specify the type of 

insurance, e.g., life, health, auto]. 

Please let me know your available times for a meeting. I am flexible with my schedule and can 

adjust accordingly to fit yours. 

Thank you for considering my request. I look forward to your prompt response. 

Sincerely, 

[Your Name] 


