
Date: [Insert Date] 

To, 

[Recipient's Name] 

[Recipient's Title] 

[Company Name] 

[Company Address] 

[City, State, Zip Code] 

Dear [Recipient's Name], 

I hope this message finds you well. I am writing to inquire about the possibility of upgrading my 

current policy, [Policy Number or Name], with [Company Name]. As my circumstances have 

changed recently, I believe an upgrade could better suit my needs. 

Could you please provide me with information regarding the available options for upgrading my 

policy? I would also appreciate details on any changes in premiums, coverage options, and the 

claims process pertaining to the upgrade. 

Thank you for your assistance. I look forward to your prompt response. 

Sincerely, 

[Your Name] 

[Your Address] 

[Your City, State, Zip Code] 

[Your Email Address] 

[Your Phone Number] 


