
Urgent Notification: Insurance Claim Process 

Dear [Recipient's Name], 

We are writing to inform you about the status of your insurance claim, reference number [Claim 

Number]. Our records indicate that your claim is currently under review, and we require 

additional information to expedite the process. 

To ensure your claim is processed without delay, please provide the following documents by 

[Deadline Date]: 

• [Document 1] 

• [Document 2] 

• [Document 3] 

If we do not receive the necessary information by the specified date, it may result in further 

delays in processing your claim. 

For any questions or further assistance, please do not hesitate to contact us at [Contact 

Information]. 

Thank you for your prompt attention to this matter. 

Sincerely, 

[Your Name] 

[Your Position] 

[Company Name] 

[Contact Information] 


