
Letter of Communication for Valued Policy 

Adjustments 

Date: [Insert Date] 

[Your Name] 

[Your Position] 

[Your Company] 

[Your Address] 

[City, State, Zip Code] 

[Email Address] 

[Phone Number] 

Dear [Recipient's Name], 

We hope this letter finds you well. We are writing to inform you of important adjustments to 

your policy that we believe will provide enhanced benefits and greater value. 

As a valued client, your satisfaction and continued trust are our top priorities. After a thorough 

review, we have identified the following adjustments: 

• Adjustment 1: [Description] 

• Adjustment 2: [Description] 

• Adjustment 3: [Description] 

These modifications will take effect on [Effective Date]. We encourage you to contact us should 

you have any questions or need further clarification regarding these changes. 

Thank you for your continued partnership. We look forward to serving you better. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Company] 


