
Request for Reissuance of Policy Certificate 

Date: [Insert Date] 

[Your Name] 

[Your Address] 

[City, State, Zip Code] 

[Email Address] 

[Phone Number] 

[Insurance Company Name] 

[Company Address] 

[City, State, Zip Code] 

Dear [Recipient's Name], 

I am writing to formally request the reissuance of my insurance policy certificate for policy 

number [Insert Policy Number]. Due to [briefly explain reason - e.g., loss of original document, 

damage, etc.], I am unable to locate my policy certificate. 

To facilitate this process, I have attached [mention any documents you are including such as 

identification or previous policy documents]. Kindly let me know if you require any additional 

information or documentation from my side. 

I would appreciate your prompt assistance in this matter as I rely on this certificate for my 

records. Thank you for your attention to this request. 

Sincerely, 

[Your Name] 


