
[Your Company Letterhead]  

[Date]  

[Recipient's Name]  

[Recipient's Title]  

[Company/Organization Name]  

[Company Address]  

[City, State, Zip Code]  

Dear [Recipient's Name],  

Subject: UIF Payment Request  

I hope this letter finds you well.  

We are writing to formally request the Unemployment Insurance Fund (UIF) 

payment for our employees who have been affected during [specify the 

period or event, e.g., the recent economic downturn, pandemic, etc.].  

Company Details:  

- Business Name: [Your Business Name]  

- UIF Registration Number: [Your UIF Number]  

- Contact Person: [Your Contact Name]  

- Contact Number: [Your Contact Number]  

Details of the claim:  

- Number of affected employees: [Number]  

- Total amount requested: [Amount]  

- Period for which the claim is made: [Start Date] to [End Date]  

Attached are the required documents to support our claim, including:  

1. Employee records  

2. Proof of UIF contributions  

3. [Other relevant documents]  

We kindly request that the payment be processed at your earliest 

convenience to assist our business and employees during this challenging 

time.  

Thank you for your attention to this matter. Should you require any 

further information or documentation, please do not hesitate to contact 

me directly.  

Sincerely,  

[Your Name]  

[Your Title]  

[Your Company Name]  

[Your Contact Information] 


