
[Your Name]  

[Your Address]  

[City, State, ZIP Code]  

[Email Address]  

[Phone Number]  

[Date]  

[UIF Office Name]  

[Office Address]  

[City, State, ZIP Code]  

Subject: UIF Claim Submission - [Your UIF Number or Reference Number]  

Dear [UIF Officer's Name/To Whom It May Concern],  

I am writing to formally submit my claim for unemployment insurance 

benefits. Please find my details outlined below:  

- **Full Name:** [Your Full Name]  

- **ID Number:** [Your ID Number]  

- **UIF Registration Number:** [Your UIF Number]  

- **Employment History:** [Briefly outline your employment history 

relevant to the claim]  

- **Reason for Claim:** [Clearly state the reason for your unemployment]  

Attached to this letter, you will find the following documents:  

1. [Document 1 - e.g., ID copy]  

2. [Document 2 - e.g., last payslip]  

3. [Document 3 - e.g., termination letter]  

I kindly request that you process my claim at your earliest convenience. 

If you require any additional information or documentation, please feel 

free to contact me via the details provided above.  

Thank you for your attention to this matter.  

Sincerely,  

[Your Signature (if sending a hard copy)]  

[Your Printed Name] 


