
Letter of Summary of Policy Endorsements 

Date: [Insert Date] 

[Your Name] 

[Your Title] 

[Your Company] 

[Your Address] 

[City, State, Zip Code] 

[Email Address] 

[Phone Number] 

[Recipient Name] 

[Recipient Title] 

[Recipient Company] 

[Recipient Address] 

[City, State, Zip Code] 

Dear [Recipient Name], 

We are pleased to provide you with a summary of the policy endorsements related to your recent 

insurance policy. Please find the details below: 

Policy Number: [Policy Number] 

Endorsements: 

• [Endorsement 1: Description] 

• [Endorsement 2: Description] 

• [Endorsement 3: Description] 

• [Endorsement 4: Description] 

Should you have any questions or require further clarification, please do not hesitate to contact 

us. 

Thank you for your trust in [Your Company]. We look forward to serving your insurance needs. 

Sincerely, 

[Your Name] 

[Your Title] 

[Your Company] 


