Must be on letter headed paper if a business

Date

To [Insurer]

Dear Sirs

Re - Letter of Transfer – Policy Number  [Insert policy number]

        [Policyholder name] – [type of policy]

We hereby appoint Rowlands & Hames Insurance Brokers Ltd., 277 Dickson Road, Blackpool to act as our Insurance Broker with immediate effect in respect of the policies specified.

Rowlands & Hames is registered with the FSA and their reference is 148191.

We would be obliged if you would provide the following information to Rowlands & Hames without delay -

· Full claim history for the last five years with details of individual claims

· Full copy policy and schedules with a note of any terms and conditions applicable

· Premiums – both current and proposed levels

· Survey reports

We shall not be asking any other broker to obtain renewal terms on our behalf and specifically instruct you not to discuss renewal terms; cover or quotations provided to/by Rowlands & Hames Insurance Brokers Limited with any other broker; to do so will be regarded as a breach of confidence. 

We understand that Rowlands & Hames Insurance Brokers Limited will not share responsibility for any deficiencies in the current insurance programme to which this letter applies until they have had a reasonable opportunity to undertake a review and provide us with their recommendations.

Yours faithfully

[Name]

[Position] 

