
Key Staff Insurance Needs Evaluation 

Date: [Insert Date] 

To: [Recipient's Name] 

From: [Your Name] 

Subject: Insurance Needs Evaluation for Key Staff 

Dear [Recipient's Name], 

As part of our ongoing efforts to ensure that our key staff members are adequately protected, we 

are conducting an insurance needs evaluation. This assessment will help us identify the 

appropriate insurance coverage for our essential personnel, ensuring both their well-being and 

that of the organization. 

We would like to schedule a meeting with you to discuss your current insurance coverage, any 

existing policies in place, and any potential gaps in protection. Your feedback is crucial in 

making sure that the needs of our key staff are fully met. 

Please let us know your availability for a meeting in the upcoming weeks. We appreciate your 

cooperation and look forward to your response. 

Thank you for your attention to this important matter. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Company] 

[Your Contact Information] 


