
[Your Name]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient Name]  

[Recipient Title]  

[Company/Organization Name]  

[Company Address]  

[City, State, Zip Code]  

Subject: Claim Submission - [Claim Reference Number] 

Dear [Recipient Name],  

I am writing to formally submit a claim regarding [brief description of 

the claim issue, e.g., product defect, service issue, etc.].  

Details of the Claim:  

- Claim Reference Number: [Claim Reference Number]  

- Date of Occurrence: [Date]  

- Description of the Issue: [Detailed description of the claim]  

- Supporting Documents: [List of attached documents, if any]  

I request that this claim be processed promptly. Please confirm receipt 

of this letter and inform me of any further action required on my part.  

Thank you for your attention to this matter.  

Sincerely,  

[Your Signature (if sending a hard copy)]  

[Your Printed Name] 


