[COMPANY NAME]
[ADDRESS]
[CITY, STATE, ZIP CODE]
[DATE]

Subject: Request for Updated Insurance Certificates
Dear [Recipient’s Name],
We are writing to request updated copies of your insurance certificates for our records. As part of our ongoing compliance and risk management efforts, it is essential to maintain current documentation for all vendors, contractors, and partners.
Requested Documents
Please provide updated certificates for the following types of insurance:
· [Type of Insurance, e.g., General Liability Insurance]
· [Type of Insurance, e.g., Professional Liability Insurance]
· [Other Specific Insurance Types, if applicable]
Submission Requirements
· Certificate Holder Name: [COMPANY NAME]
· Delivery Deadline: [DATE]
· Submission Method: [Email Address/Fax/Physical Address]
If there have been any changes to your coverage, carrier, or policy limits, kindly include a brief summary of those changes with the updated certificates.
Contact Information
If you have any questions or need assistance in providing the requested documents, please contact [Name, Title] at [Email Address/Phone Number].
Thank you for your prompt attention to this matter. We appreciate your cooperation in ensuring our records remain up to date.

Yours sincerely,
……………………………………………………….

[NAME]
[TITLE/POSITION]
[COMPANY NAME]
