
[Your Name]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Insurance Company Name]  

[Claims Department Address]  

[City, State, Zip Code]  

Subject: Submission of Insurance Claim - Policy Number [Your Policy 

Number]  

Dear Claims Adjuster,  

I am writing to formally submit a claim related to my recent automobile 

incident involving my Volkswagen vehicle, policy number [Your Policy 

Number].  

**Incident Details:**  

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

- **Time of Incident:** [Time]  

- **Location of Incident:** [Exact Location]  

- **Description of Incident:** [Provide a detailed description of the 

incident, including how it occurred and any contributing factors.]  

**Vehicle Details:**  

- **Make and Model:** Volkswagen [Model]  

- **Year:** [Year]  

- **VIN:** [Vehicle Identification Number]  

- **Current Mileage:** [Current Mileage]  

**Claim Information:**  

I have attached the following documents to support my claim:  

1. Completed insurance claim form.  

2. Copy of my insurance policy.  

3. Police report (if applicable).  

4. Photographs of the damage to my vehicle.  

5. Estimates for repair costs from a licensed repair shop.  

6. Any additional relevant documentation (witness statements, etc.).  

I request that my claim be processed at your earliest convenience and 

would appreciate any guidance on the next steps in this process. If you 

require any further information or documentation, please do not hesitate 

to contact me at [Your Phone Number] or [Your Email Address].  

Thank you for your prompt attention to this matter.  

Sincerely,  

[Your Name] 


