
Month xx, year

Name

Address

City, State, Zip

Dear (customer’s first name):

Though it may be hard to believe, it's time for your annual review!  As was promised you when we first partnered together to address your insurance needs, we have in place in our agency an annual review process.  This process provides contact with you on an annual basis -- so we can update your records -- and recommend any changes necessary for your full insurance protection.

To help us fulfill this commitment, and to complete this important review, we've established times throughout the day and evening to meet with clients in our office.  The meeting will only last about an hour -- an hour well spent to ensure your current insurance needs are being adequately met.  You can give us a call today at (agency phone number) to schedule this review.  If we don't hear back from you within the next seven to ten days, someone from our agency will contact you to set up a time for this review.

Thanks for your consideration.  We want to do the best job for you we possibly can -- but we can only do that with your help.

We look forward to seeing you soon.

Sincerely,

Your name

Your agency name

