Date

Group Insurance Administration

Insurer Name

Address

Toronto, Ontario

Postal Code
RE:
Company Name  Group Policy No. 

Dear Ross;

Please be advised that effective immediately, we have appointed a new agent of record for the above captioned policies.  We thank you for your past services and professionalism.  We trust that we can count on you and your staff to assist with an orderly transition.

Sincerely,

Name

Title

