
Request for Assistance: Insurance Policy 

Audit 

Date: [Insert Date] 

[Your Name] 

[Your Position] 

[Your Company/Organization] 

[Your Address] 

[City, State, Zip Code] 

Email: [Your Email] 

Phone: [Your Phone Number] 

To: [Recipient's Name] 

[Recipient's Position] 

[Recipient's Company/Organization] 

[Recipient's Address] 

[City, State, Zip Code] 

Dear [Recipient's Name], 

I hope this message finds you well. I am writing to request your assistance with an upcoming 

audit of our insurance policies at [Your Company/Organization]. As part of our commitment to 

maintaining optimal coverage and compliance, we believe that a thorough review of our existing 

policies is essential. 

We would greatly appreciate your expertise and support in conducting this audit. Your insight 

would be invaluable in assessing our current policies and making any necessary adjustments to 

ensure they meet our needs effectively. 

If you are available, I would love to arrange a meeting to discuss this further and outline how 

you could assist us during this process. Please let me know your availability at your earliest 

convenience. 



Thank you for considering our request. I look forward to your positive response. 

Best regards, 

[Your Name] 

[Your Position] 

[Your Company/Organization] 


