
[Your Name] 

[Your Address] 

[City, State, Zip] 

[Email Address] 

[Phone Number] 

[Date] 

[Insurance Company Name] 

[Insurance Company Address] 

[City, State, Zip] 

Dear [Claims Adjuster's Name], 

I hope this message finds you well. I am writing to request a discussion regarding my liability 

insurance claim, referenced under the claim number [Claim Number]. 

To facilitate an open and constructive dialogue, I would like to schedule a meeting at your 

earliest convenience. I am available on the following dates and times: 

• [Date and Time Option 1] 

• [Date and Time Option 2] 

• [Date and Time Option 3] 

If those times do not work for you, please suggest an alternative that fits your schedule. 

Thank you for your attention to this matter. I look forward to your prompt reply. 

Sincerely, 

[Your Name] 

[Your Position, if applicable] 


