Claims Assistance Letter

Date: [Insert Date]

[Your Name]

[Your Address]

[City, State, Zip Code]
[Email Address]
[Phone Number]

[Recipient Name]

[Recipient Position]
[Company/Organization Name]
[Company Address]

[City, State, Zip Code]

Dear [Recipient Name],

| hope this message finds you well. I am writing to request assistance with the documentation
and process regarding my recent claims submission (Claim Number: [Insert Claim Number]).

Despite my efforts to gather the necessary documents, I am facing challenges in ensuring all
requirements are met. Specifically, | would appreciate guidance on the following:

o Clarification on required documents
e Steps involved in the claims process
o Any deadlines that | need to be aware of

Your expertise in this matter would be invaluable, and | am eager to comply with all necessary
procedures to expedite the claim. Please let me know a convenient time for us to discuss this
further or if it would be possible to receive this information via email.

Thank you for your attention to my request. | look forward to your prompt response.

Sincerely,
[Your Name]



