Notification for Insurance Documentation

Date: [Insert Date]
To: [Recipient's Name]
[Recipient's Address]
[City, State, Zip Code]
Dear [Recipient's Name],
We hope this message finds you well. We are writing to inform you that we require additional
documentation to process your insurance claim related to [specific event or coverage]. To ensure
a smooth and timely processing of your claim, please provide the following documents at your
earliest convenience:

e [Document 1]

o [Document 2]

e [Document 3]
Please submit the requested documents by [insert submission deadline]. You can send the
documents via email to [insert email address] or by mailing them to our office at the address

listed above.

If you have any questions or need further assistance, please do not hesitate to contact us at [insert
phone number].

Thank you for your prompt attention to this matter.
Sincerely,

[Your Name]

[Your Job Title]

[Your Company Name]



