Sample Letter to Carriers

The elements of this letter should be dictated by the requirements of carriers, communicated through correspondence and consultation in advance. 

Dear:

ABC Insurance Agency is pleased to confirm our merger/acquisition with/of XYZ Insurance Agency as of July 1, 20__, upon execution of appropriate closing documents. Please accept this as official notice to initiate necessary changes to relevant contracts and agreements incorporating the following details:

Ownership Breakdown

Tax ID number

Mailing address

As agreed previously, will continue to operate under existing contracts with ABC/XYZ until new documents are executed. Thank you in advance for your assistance in this matter. Please contact me if you have any questions or concerns.

Sincerely,

