
Insurance Policy Amendment Briefing 

Date: [Insert Date] 

To: [Recipient's Name] 

From: [Your Name] 

Subject: Amendment to Insurance Policy #[Policy Number] 

Dear [Recipient's Name], 

I am writing to formally notify you of an amendment to your insurance policy #[Policy Number], 

effective [Effective Date]. This amendment includes the following changes: 

• Change 1: [Description of Change 1] 

• Change 2: [Description of Change 2] 

• Change 3: [Description of Change 3] 

Please review the attached documents for further details regarding these amendments. Should 

you have any questions or require additional clarification, do not hesitate to contact me at [Your 

Contact Information]. 

Thank you for your attention to this matter. 

Sincerely, 

[Your Name] 

[Your Job Title] 

[Company Name] 

[Company Contact Information] 


