
[Your Business/Brokerage Name] 

[Current Address Line 1] 

[Current Address Line 2] 

[City, State, Zip Code] 

[Phone Number] 

[Email Address] 

[Date] 

[Client Name] 

[Client Address] 

[City, State, Zip Code] 

Subject: Notice of Change of Contact Information 

Dear [Client Name], 

We are writing to inform you that [Your Business/Brokerage Name] has updated its contact 

information. To ensure that you can reach us without interruption regarding your insurance 

policies, please update your records with the following details effective [Effective Date]: 

New Office Address: [New Street Address, City, State, Zip Code] 

New Phone Number: [New Phone Number] 

New Email Address: [New Email Address] 

Website: [Website URL] 

Please note that our commitment to providing you with excellent service remains our top 

priority. Your existing insurance policies, coverage, and premiums are not affected by this 

change. 

If you have any questions or need assistance with your current policy, please do not hesitate to 

contact us at our new details provided above. 

Thank you for your continued trust in our brokerage. 

Sincerely, 

[Your Name/Signature] 

[Your Title] 

[Your Business/Brokerage Name] 


