Insurance Claim Submission Guidelines

Dear [Recipient's Name],

We appreciate your patience during the claims process. To ensure a smooth submission of your
insurance claim, please follow the guidelines outlined below:

Claim Submission Steps:

1. Complete the claim form accurately.
2. Gather all required supporting documents, including:
o Policy number
o Incident report
o Receipts and invoices
o Photographic evidence
3. Submit the claim form and documents via email or post to the following address:

[Insurance Company Address]

4. Keep a copy of all submitted documents for your records.

Important Information:
e Claims must be submitted within [number] days of the incident.
e Provide accurate contact information for any follow-up communications.
« Failure to provide necessary documentation may delay processing your claim.

If you have any questions, please do not hesitate to contact our claims department at [phone
number] or [email address].

Thank you for your cooperation.
Sincerely,

[Your Name]

[Your Position]

[Insurance Company Name]



