
Financial Compensation Request 

Your Name 

Your Address 

City, State, ZIP Code 

Email Address 

Phone Number 

Date 

Recipient's Name 

Recipient's Position 

Company Name 

Company Address 

City, State, ZIP Code 

Dear [Recipient's Name], 

I am writing to formally request financial compensation for [briefly explain the reason for the 

request, e.g., "damages incurred due to a faulty product"]. 

On [date], I [describe the incident briefly, including what occurred, any relevant details, and any 

prior communication about the issue]. As a result of this situation, I have incurred expenses 

totaling [amount].  

I believe that compensation is warranted considering [provide reasons or supporting evidence]. I 

have attached copies of relevant documents, including [list any attached documents, such as 

receipts or photos]. 

I appreciate your attention to this matter and look forward to your prompt response. Please let me 

know if you need any further information. 

Sincerely, 

[Your Name] 


