Insurance Claim Submission Guidelines

Dear [Client's Name],

Thank you for choosing [Insurance Company Name]. To ensure a smooth submission process for
your insurance claim, please follow the guidelines outlined below:

1. Gather Required Documents

e Claim Form (attached)

e Proof of Loss (e.g., photos, police report)
o Receipts for any expenses

e Policy Document

2. Complete the Claim Form

Please fill out the claim form accurately. Incomplete information may delay the processing of
your claim.

3. Submit Your Claim

You can submit your claim via:

o Email: claims@[insurancecompany].com
o Postal Mail: [Mailing Address]
e Online Portal: [Portal Link]

4. Follow Up

After submission, you may track the progress of your claim through our online portal or contact
our claims department at [Phone Number] for updates.

We appreciate your cooperation and are here to assist you throughout the claims process. Should
you have any questions, please do not hesitate to reach out.

Sincerely,

[Your Name]

[Your Title]

[Insurance Company Name]
[Contact Information]



