
Claims Handling Process Outline 

Date: [Insert Date] 

To: [Insert Recipient Name] 

From: [Insert Your Name] 

Subject: Claims Handling Process Outline 

1. Introduction 

This document outlines the claims handling process to ensure efficient and effective management 

of claims. 

2. Claim Notification 

Details on how claims should be reported and the information required from the claimant. 

3. Claims Assessment 

This section describes the steps to assess the validity and value of the claim. 

4. Claim Decision 

Outline the process for making a decision on the claim and communication of that decision to the 

claimant. 

5. Claim Resolution 

Steps involved in resolving the claim, including any necessary negotiations. 

6. Appeals Process 

Information on how claimants can appeal decisions made regarding their claims. 

7. Conclusion 

Summary of the claims handling process and encouragement to reach out with any questions. 

Sincerely, 



[Your Name] 

[Your Title] 

[Your Contact Information] 


