(Insured’s Letterhead)
Date
(Name of Insurance Company) 

c/o Halcyon Underwriters

555 Winderley Place, Suite 420
Maitland, FL  32751

Re:  (Named Insured)
        Policy #, Effective Date  

Dear Sir or Madam:
This is to advise that effective (Policy Effective Date), Halcyon Underwriters, Maitland, FL, is appointed Broker of Record and (Agency, city, state) is appointed as Agent of Record with respects to our insurance coverage for the above referenced policy(ies).  This appointment rescinds all previous appointments and the authority contained herein shall remain in force until cancelled in writing by us.  

This letter also serves as a Letter of Assignment for the above referenced policy (ies).  We have clearly communicated our decision to terminate our relationship with the incumbent agent and thereby choose to work solely with Halcyon Underwriters, Maitland, FL, as appointed Broker of Record and (Agency, city, state) as appointed Agent of Record.

We request that this Broker of Record change occur immediately and that you waive any applicable waiting period. 

Halcyon Underwriters is appointed Broker of Record and is hereby authorized to negotiate our insurance coverages for the above referenced quote/policy (ies).  Halcyon Underwriters (and/or agency) shall not be responsible for any return commissions, uncollected premiums, audits or other financial arrangements, nor for any deficiencies in the current insurance coverages to which this letter may apply. 

This letter also constitutes the authority of any underwriter to furnish representatives of Halcyon Underwriters as Broker of Record with any information, including loss runs, pertaining to the lines of coverage noted for the policy (ies) referenced above. 
Sincerely,
(Corporate Officer Signature) 

(Name & Title)
