Business decisions to consider:
☐	Are there any policyholders needing coverage moved to another carrier because their current policy is with a carrier that has exited the market/state?
☐	What is the most efficient way to have the communication sent after consideration of current automation platforms (agency management system, email marketing platforms, etc)
☐	How far in advance of the renewal is the communication sent? (Option 1) Is an email sent out once per year to all clients (Option 2)?

Personal Lines

(Option 1) Pre-Renewal Email 
SUBJECT: XXX Policy Renewal

Dear [Client], 

This email is to notify you of your upcoming [XXX] policy renewal. It is important for us to maintain an accurate record of your insurance needs so that we can continue to do our best to offer financial protection should a claim arise. 
What do you need to do?
· If you do not believe anything has changed in your current situation, we will continue with your renewal using the information we have on file.

· If you believe there may be new information to share with us, please call or email me at your earliest convenience. 
· Information important to your insurance policy includes, but is not limited to, new drivers in your household, updates you’ve made to your home, or changes in your household (pets, family members, address, etc)
If we do not hear from you with any changes within the next 30 days, we will work on your renewal with the information we have in your client file. If we can be of any assistance, please don’t hesitate to contact our office.

Sincerely,


Andy Agent









(Option 2) Annual Request to Update Exposure Information: 
SUBJECT: Annual Review of Insurance Policies

Dear [Client], 

At [AGENCY NAME], your financial protection is important to us. It is important for us to maintain an accurate record of your insurance needs so that we can continue to do our best to offer financial protection should a claim arise. 

For this reason, we are conducting our annual reminder to contact your agent if you have any life changes that may impact your insurance. Some of the most common changes for our personal lines customers include, but are not limited to: new vehicles, updates to your house, a new driver in the household, or a new pet. 

If you believe you have a change we should be aware of or you would like us to review your information before your next policy renewal, please feel free to contact us at your convenience. 

If you do not have any changes to report, there is no need to contact us but remember to do so in the future should you need to update your insurance. 

Thank you for continuing to be a [AGENCY] customer, 

Andy Agent 






















Commercial Lines


(Option 1) Pre-Renewal Email 

Dear [Client],

Your business policy will be renewing soon! We thank you for continuing to work with us at [Agency Name] for your insurance needs.

This is an important time for you to review your policy to make sure that you have every coverage/policy that you need for your business and that you have provided any/all updates to us regarding additions or changes that you have experienced or made during the year.  

What do you need to do?
· If you do not believe anything has changed in your current situation, we will continue with your renewal using the information we have on file.

· If you believe there may be new information to share with us, please call or email me at your earliest convenience. 
· Information important to your insurance policy includes, but is not limited to: description of operations, sales, adding or deleting drivers and employees, updating payroll, and improvements to or acquisition of property, and/or equipment. 
Please notify us as soon as possible if you have experienced any changes in your business.  If there is coverage or a policy that you do not currently have through our agency, please let us know and we would be happy to help you find a quote for this additional coverage.  

If we do not hear from you with any changes within the next 30 days, we will work on your renewal with the information we have in your client file. If we can be of any assistance, please don’t hesitate to contact our office.


Sincerely,


Andy Agent









(Option 2) Annual Request to Update Exposure Information:
Dear [Client],

At [AGENCY NAME], your financial protection is important to us. It is important for us to maintain an accurate record of your insurance needs so that we can continue to do our best to offer financial protection should a claim arise.

For this reason, we are conducting our annual reminder to contact your agent if you have any changes that may impact your insurance. Some of the most common changes for our commercial lines customers include, but are not limited to: description of operations, sales, adding or deleting drivers and employees, updating payroll, and improvements to or acquisition of property, and/or equipment. 

If you believe you have a change we should be aware of or you would like us to review your information before your next policy renewal, please feel free to contact us at your convenience. 

If you do not have any changes to report, there is no need to contact us but remember to do so in the future should you need to update your insurance. 

Thank you for continuing to be a [AGENCY] customer, 

Andy Agent 

