
Letter Template for Claim Filing Instructions 

Date: [Insert Date] 

[Your Name] 

[Your Address] 

[City, State, Zip Code] 

[Your Email] 

[Your Phone Number] 

[Recipient's Name] 

[Company Name] 

[Company Address] 

[City, State, Zip Code] 

Subject: Claim Filing Instructions 

Dear [Recipient's Name], 

I hope this message finds you well. I am writing to provide you with the necessary instructions 

for filing a claim related to [brief description of the claim, e.g., an insurance policy, warranty 

issue, etc.]. 

Steps to File Your Claim: 

1. Complete the claim form attached to this letter. 

2. Gather all relevant documents, including [list required documents, e.g., receipts, 

photographs, etc.]. 

3. Submit the completed claim form and documents to [provide submission method, e.g., 

email address, mailing address, online portal]. 

4. Keep a copy of all submitted materials for your records. 

5. You will receive a confirmation of your claim within [insert time frame]. 

If you have any questions or need further assistance, please do not hesitate to contact me at [your 

phone number] or [your email]. 

Thank you for your attention to this matter. 



Sincerely, 

[Your Name] 

[Your Title, if applicable] 


