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Email template to inform employees of their 
options to keep their coverages
  
Instructions: 
1. Complete all sections highlighted in yellow and copy and paste into an email and send to your employee(s). This may require you to format the content in the email. 
 Subject line: Your eligibility for benefits has changed. Call Sun Life.

Dear [Name],  

 
Your eligibility (and/or your dependent’s eligibility) for benefits under Sun Life group insurance policies have either ended, or your benefit amounts have been reduced. You may be eligible to continue part or all of your Group insurance coverages with Sun Life through either portability or conversion. The bottom line is that in an uncertain time like now, you have options to keep your coverages.

· Portability means you can continue your insurance coverage at group rates or current rates for certain states. 
· Conversion is primarily offered as a way to convert your group life insurance to an individual whole life policy. 
You can find benefit descriptions here. (If this link is not working, please copy and paste this into your browser: https://bit.ly/3fKaAXc.)
I encourage you to call Sun Life at 800-247-6875 to learn more, and to request an application form(s). Please have this email handy when you call.  This email will act as your Portability and Conversion Notice.  Sun Life will do everything they can to make this process as easy as possible.  They will need the following information to start your application: 
 

1. Benefits Termination/Reduction Date: [Add date here] 

2. Date Last Worked: [Add date here] 

3. Group Policy Number: [Add policy number here] 
4. The coverages and amounts you want to keep
5. Social Security Numbers for you and/or your dependents, as applicable 
6. Date of birth for you and/or your dependents, as applicable 
 
After the call, Sun Life will send you the application forms you need to keep your coverage. If you have any questions, you may call me at [Your phone number].
Sincerely, 
 
[Your Name] 
[Your Title] 
Group insurance policies are underwritten by Sun Life Assurance Company of Canada (Wellesley Hills, MA) in all states except New York. In New York, group insurance policies are underwritten by Sun Life and Health Insurance Company (U.S.) (Lansing, MI). Product offerings may not be available in all states and may vary depending on state laws and regulations. 
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