
[Your Name]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Insurance Company Name]  

[Insurance Company Address]  

[City, State, Zip Code]  

Subject: Request for Insurance Documents 

Dear [Insurance Company Representative's Name or To Whom It May Concern], 

I hope this letter finds you well. I am writing to formally request 

copies of my insurance documents related to [specific policy or claim 

number, if applicable].  

For your reference, my details are as follows:  

- Policyholder Name: [Your Name]  

- Policy Number: [Your Policy Number]  

- Claim Number: [Your Claim Number, if applicable]  

- Date of Birth: [Your Date of Birth]  

I would appreciate your assistance in providing the following documents:  

1. [List specific documents you need, e.g., policy declaration, coverage 

details, claim documentation]  

2. [Any additional documents required]  

Please let me know if there are any forms I need to complete or if any 

fees are associated with this request. I would prefer to receive the 

documents via [preferred method, e.g., email, postal mail].  

Thank you for your attention to this matter. I look forward to your 

prompt response. 

Sincerely, 

[Your Signature (if sending a hard copy)]  

[Your Printed Name]  

[Your Policy Number] 


