Clarification on Claim Process

Date: [Insert Date]

To: [Recipient's Name]

From: [Your Name]

Subject: Clarification Regarding Claim Process
Dear [Recipient's Name],

| hope this message finds you well. I am writing to clarify the process regarding the recent claim
submitted on [Insert Claim Date] for [Insert Claim Details].

As per our previous discussions and the documentation submitted, |1 want to ensure that all
required steps are clearly understood to facilitate a smooth evaluation of the claim.

Claim Submission Process

« Initial Documentation: Ensure all necessary documents are submitted.

e Review Period: Claims will be reviewed within [Insert Time Frame].

« Decision Notification: A formal decision will be communicated via [Insert Method, e.g.,
email, letter].

If you have any further questions or require additional information, please feel free to reach out
at your earliest convenience.

Thank you for your attention to this matter.

Sincerely,

[Your Name]

[Your Position]

[Your Contact Information]



