
[Your Name]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Department of Employment and Labour]  

[Address of the UIF Office]  

[City, State, Zip Code]  

Subject: UIF Payment Claim  

Dear Sir/Madam, 

I hope this letter finds you well.  

1. **Introduction** 

 - State your purpose for writing (to claim UIF benefits). 

 - Briefly mention your employment status and reason for the claim (e.g., 

retrenchment, unemployment). 

2. **Personal Details** 

 - Full Name: 

 - ID Number: 

 - Contact Information: 

3. **Employment Details** 

 - Name of the last employer: 

 - Employment period (start and end date): 

 - Reason for leaving the job: 

4. **Claim Details** 

 - UIF membership number: 

 - Date of submission of claim: 

 - Any reference number associated with your claim: 

5. **Documents Attached** 

 - List the documents you are attaching (e.g., ID copy, termination 

letter, ROE, proof of banking details). 

6. **Conclusion** 

 - Request for prompt processing of your claim. 

 - Express appreciation for their assistance. 

Sincerely,  

[Your Signature (if sending a hard copy)]  

[Your Printed Name] 


