
Insurance Claim Settlement Meeting 

Notification 

Date: [Insert Date] 

To, 

[Claimant Name] 

[Claimant Address] 

[City, State, Zip Code] 

Subject: Notification of Insurance Claim Settlement Meeting 

Dear [Claimant Name], 

We hope this message finds you well. We are writing to inform you that your insurance claim 

number [Insert Claim Number] has been reviewed, and we would like to schedule a meeting to 

discuss the settlement process. 

Please find the details of the meeting below: 

• Date: [Insert Meeting Date] 

• Time: [Insert Meeting Time] 

• Location: [Insert Meeting Location or specify if it will be a virtual meeting] 

During this meeting, we will go over the details of your claim, address any questions you may 

have, and discuss possible settlement options. Your input is important in this process. 

Kindly confirm your availability for the suggested date and time by [Insert RSVP Date]. If you 

require any adjustments to the schedule, please let us know, and we will do our best to 

accommodate you. 

Thank you for your attention to this matter. We look forward to meeting with you soon. 

Sincerely, 

[Your Name] 

[Your Title] 

[Insurance Company Name] 

[Contact Information] 


