Request for Further Information (Stage 1) [delete and insert company logo]

[Insert date]

[Insert addressee]
[Insert address]


Dear [insert name],

Request for Further Information

	Policy:
	

	Insured:
	

	Policy Number:
	

	Policy Period:
	

	Claim Number:
	



We are writing to update you about our review of your complaint.
In order to fully consider the matter, please provide us with the following:

1. [insert specific information or assistance required]
2. [insert specific information or assistance required]
3. [insert specific information or assistance required]
4. Etc.

Upon receipt of the above, we expect to provide you with an outcome within 10 business days.

Should we not receive the above, or you do not contact us, by [insert date, allowing a reasonable timeframe], we will review your complaint based on the information available. 

Lloyd’s Internal Dispute Resolution (IDR) Process and Options for External Review

As mentioned in our previous correspondence, your policy is underwritten at Lloyd’s. We refer you to the Lloyd’s IDR brochure, “What to do if you have a complaint”, which we sent you previously, for further information.

The brochure also includes information about our independent external dispute resolution scheme.

If you have any questions regarding the above, please contact me.

Yours sincerely,
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