
Letter of Demand for Issuance of New Policy 

Certificate 

Sender's Name 

Sender's Address 

City, State, Zip Code 

Email Address 

Phone Number 

Date: [Insert Date] 

Recipient's Name 

Recipient's Position 

Insurance Company Name 

Company Address 

City, State, Zip Code 

Dear [Recipient's Name], 

I am writing to formally request the issuance of a new policy certificate for my insurance policy 

numbered [Insert Policy Number]. I have recently [mention any relevant changes or reasons, e.g., 

"completed the renewal process" or "made necessary updates to my coverage"], and I require an 

updated certificate reflecting these changes. 

Despite my previous requests on [mention any previous communication dates], I have not yet 

received the necessary documentation. I would appreciate it if you could prioritize this request 

and issue the new policy certificate at your earliest convenience. 

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

you need any further information or documentation, please do not hesitate to contact me. 

Sincerely, 

[Sender's Name] 


