
Change Request for Insurance Policy 

Date: [Insert Date] 

To: 

[Insurance Company Name] 

[Insurance Company Address] 

Dear [Insurance Company Representative's Name], 

I hope this message finds you well. I am writing to formally request a change to my insurance 

policy, with policy number [Insert Policy Number]. 

The specific changes I would like to request are as follows: 

• [Describe the first change] 

• [Describe the second change] 

• [Describe any additional changes] 

I believe that these changes will better suit my current situation and needs. Please let me know if 

any further information or documentation is required to process this request. 

Thank you for your attention to this matter. I look forward to your prompt response. 

Sincerely, 

[Your Name] 

[Your Address] 

[Your Phone Number] 

[Your Email Address] 


