
How To Write 
An Effective Cover Letter

Summarize the application.
Include your clients name, the type of policy and amount of insurance requested, the beneficiary(s) and 
owner (if different than the insured).  Introduce your client to the underwriter!  Explain the depth of your 
relationship and how frequently you see them.  Provide any information you personally know about your 
client that may help paint a picture of who they are and how they live. 

Explain any potential problems.
Summarize your clients relevant medical history.  For any significant conditions, provide details on 
current and past treatments, medications and any outcomes.  Share any relevant information regarding 
lifestyle risks; such as hazardous activities/hobbies, travel or history of driving violations.

A cover letter can be a critical part of the underwriting 
process; allowing you to present a more comprehensive 
and accurate portrait of your client than the application alone.

A well-written letter can help move the application through
underwriting. A poorly written letter - or none at all - could 
result in unwanted delays or even a quick decline.

Here are elements to include for an effective cover letter:

Provide contact information for all Attending Physicians.
Include the names, addresses and telephone numbers for all of your clients doctors;  
and why they were seen. 

Explain why your client needs the insurance.
Share why your client needs the insurance and how the amount was determined.

Specify any other life insurance.
If your client has other life insurance applications pending with other companies, include the company 
name(s) and the amount(s) applied for.  Also include any life insurance your client already has in place;  
as well as any planned replacements.

Disclose financial information.
Provide details about any bankruptcies, poor credit or other financial issues.  Comment on any business 
and/or personal financial statements if attached; relating them to the amount of insurance applied for 
and the ability to pay.

Outline any prior underwriting actions.
Make note of any action taken by another life insurance company on your client in the last five years; 
especially any applications declined, postponed or issued with other than a standard rating.
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