
Incident Description Letter 

Date: [Insert Date] 

To: [Insurance Company Name] 

Policy Number: [Insert Policy Number] 

Claim Number: [Insert Claim Number] 

Subject: Incident Description for Claim Submission 

Dear [Insurance Adjuster's Name], 

I am writing to provide a detailed description of the incident that occurred on [insert date of 

incident] at [insert location].  

Incident Description: 

On [insert date], at approximately [insert time], I was involved in an incident involving [briefly 

describe what happened, e.g., a car accident, property damage, theft, etc.]. [Provide a detailed 

account of the events leading up to the incident, the incident itself, and any immediate aftermath. 

Include any relevant environmental conditions, circumstances, or contributing factors.]. 

At the time of the incident, [describe any injuries, damages or losses incurred, including details 

about property damage, injury severity, etc.]. 

After the incident, I [describe any actions taken, such as reporting to the police, seeking medical 

attention, contacting emergency services, etc.]. I have attached all relevant documents, including 

[list documents: police report, medical records, photographs, etc.]. 

I appreciate your attention to this matter and look forward to your prompt response regarding my 

claim. Should you require any further information, please do not hesitate to contact me at [insert 

your phone number] or [insert your email address]. 

Thank you for your assistance. 

Sincerely, 

[Your Name] 

[Your Address] 

[Your City, State, Zip Code] 


