
Date: [Insert Date] 

[Recipient's Name] 

[Recipient's Title] 

[Company/Organization Name] 

[Address] 

[City, State, Zip Code] 

Dear [Recipient's Name], 

I hope this message finds you well. I am writing to express my sincere remorse regarding the 

postponement of my claim assessment for [insert claim details or reference number]. I 

understand that this delay may have caused inconvenience and uncertainty. 

Due to [briefly explain reason for postponement, if appropriate], I regret any disruption this may 

have caused to your schedule. I appreciate your understanding and patience in this matter. 

I am committed to resolving this issue promptly and would like to request an update on the 

timeline for the review process. Please let me know if there is any further information you 

require from my side to facilitate a swift resolution. 

Thank you for your attention to this matter. I look forward to your prompt response. 

Sincerely, 

[Your Name] 

[Your Title] 

[Your Company/Organization Name] 

[Your Phone Number] 

[Your Email Address] 


