
Travel Insurance Claim Procedure 

Dear [Claimant's Name], 

Thank you for contacting us regarding your travel insurance claim. We understand that 

navigating the claims process can be challenging, and we are here to guide you every step of the 

way. 

Steps to File a Claim: 

1. Gather Necessary Documentation: Please collect all relevant documents such as your 

insurance policy, proof of travel, medical reports, and receipts for expenses incurred. 

2. Complete the Claim Form: Fill out our claim form, which can be found on our website 

or attached to this letter. 

3. Submit Your Claim: Send your completed claim form along with all supporting 

documents to our claims department via email or postal service. 

4. Claim Review: Once received, our team will review your claim and documentation. This 

may take up to [X] business days. 

5. Claim Resolution: You will be notified of the outcome via email. If approved, you can 

expect your payment within [Y] business days. 

Additional Information: 

If you have any questions during the claims process or need assistance, feel free to contact our 

customer service team at [Customer Service Phone Number] or [Customer Service Email]. 

We appreciate your patience and look forward to assisting you. 

Sincerely, 

[Your Name]  

[Your Title]  

[Insurance Company Name]  

[Contact Information] 


