
[Your Name]  

[Your Address]  

[City, State, ZIP Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Insurance Company Name]  

[Claims Department Address]  

[City, State, ZIP Code]  

Subject: Insurance Claim for Vehicle Damage - Policy No. [Your Policy 

Number] 

Dear Claims Department, 

I am writing to formally initiate my insurance claim for the damage 

sustained to my Volkswagen vehicle (Model: [Model Name], VIN: [VIN 

Number]) on [Date of Incident]. The incident occurred at [Location of 

Incident] and involved [brief description of how the incident occurred]. 

Enclosed with this letter, you will find the following documents to 

support my claim: 

1. A copy of my insurance policy. 

2. A completed claim form. 

3. Photos of the damage to my vehicle. 

4. A police report (if applicable). 

5. A copy of any other relevant documentation. 

I would appreciate your prompt attention to this matter, as I rely on my 

vehicle for daily transportation. Please let me know if any additional 

information is required to process this claim. 

Thank you for your assistance. 

Sincerely, 

[Your Signature (if sending a hard copy)]  

[Your Printed Name] 


