
Claim Report Documentation Request 

Date: [Insert Date] 

[Your Name] 

[Your Address] 

[City, State, Zip Code] 

[Email Address] 

[Phone Number] 

[Recipient's Name] 

[Company Name] 

[Company Address] 

[City, State, Zip Code] 

Dear [Recipient's Name], 

I am writing to formally request documentation pertaining to my claim submitted on [Insert 

claim date]. The claim number is [Insert claim number]. In accordance with our previous 

communications, I require the following documents to proceed with my claim: 

• [List of required documents 1] 

• [List of required documents 2] 

• [List of required documents 3] 

Obtaining these documents is crucial for the timely processing of my claim. I kindly ask that you 

respond to this request at your earliest convenience. 

Thank you for your attention to this matter. Please do not hesitate to contact me should you 

require any further information. 

Sincerely, 

[Your Name] 


