Claims Documentation Inquiry

Date: [Insert Date]
To: [Recipient's Name]
[Recipient's Title]
[Company/Organization Name]
[Company Address]
[City, State, Zip Code]
Dear [Recipient's Name],
| am writing to inquire about the claims documentation associated with [brief description of the
claim, e.g., Claim Number, Project Name, etc.]. We are currently in the process of reviewing the
necessary documentation, and | would appreciate your assistance in obtaining the relevant files.
Specifically, we are looking for the following documents:
e [Document 1]
o [Document 2]
e [Document 3]
If you could provide this information at your earliest convenience, it would be greatly
appreciated. Please let me know if there are any forms or procedures we need to follow to
facilitate this request.
Thank you for your assistance.
Sincerely,
[Your Name]
[Your Title]

[Your Company/Organization Name]

[Your Contact Information]



