
[Your Name]  

[Your Position]  

[Your Organization]  

[Your Address]  

[City, State, ZIP Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient Name]  

[Recipient Position]  

[Recipient Organization]  

[Recipient Address]  

[City, State, ZIP Code]  

Dear [Recipient Name],  

Subject: IWCC Notification  

We are writing to formally notify you regarding the [specific 

issue/event] related to the Illinois Workers' Compensation Commission 

(IWCC).  

Details of the notification are as follows:  

- **Date of Incident:** [Date]  

- **Claim Number:** [Claim Number]  

- **Employee Name:** [Employee's Name]  

- **Nature of Injury:** [Brief Description of Injury]  

- **Additional Information:** [Any other relevant details]  

We appreciate your attention to this matter and request you respond by 

[Response Deadline] to ensure all necessary actions are taken promptly.  

Should you have any questions or need further clarification, please do 

not hesitate to contact me directly at [Your Phone Number] or [Your Email 

Address].  

Thank you for your cooperation.  

Sincerely,  

[Your Name]  

[Your Position]  

[Your Organization] 


