SAMPLE COVERING LETTER FOR EMPLOYEE NAME CORRECTION IN MEDICAL INSURANCE

Date: 
The Manager
AAA Employee State Insurance Corporation
4564, Rahway
New Jersey 4554
Subject: Name Correction in the Insurance Policy
Dear Sir, 
Please be noted that I have bought an insurance policy from ………. Insurance Limited. The policy number is ……. And it bears wrong spelling of my name. I want you to look into the matter and correct the spelling from Geeorge White to George White. 
Enclosing the copy of the policy detail for your reference. I request you to make the corrections at the earliest. 
Thanking You 
George White 
