
Flood Insurance Documentation Request 

Date: [Insert Date] 

To: [Recipient's Name] 

[Recipient's Address] 

[City, State, Zip Code] 

Dear [Recipient's Name], 

I am writing to request essential documentation related to your flood insurance policy for our 

records. This information is crucial to ensure compliance with our requirements and to assist in 

the processing of any claims that may arise in the future. 

Please provide the following documents: 

• A copy of the current flood insurance policy. 

• Proof of premium payments for the current term. 

• Any recent endorsements or amendments to the policy. 

• Contact information for your insurance agent. 

We would appreciate receiving this documentation by [Insert Due Date]. If you have any 

questions or require assistance in gathering this information, please do not hesitate to contact me 

at [Your Phone Number] or [Your Email Address]. 

Thank you for your prompt attention to this matter. 

Sincerely, 

[Your Name] 

[Your Title] 

[Your Company] 

[Your Company Address] 

[City, State, Zip Code] 


