Mixed-Up Letter

Kristen Jones

123 S. Elm St.

Any Town, USA 12345

ESL Insurance Company

789 N. Oak St.

Any City, USA 67890

January 29, 2003

To Whom It May Concern:

Two weeks ago, on January 15, I was involved in an automobile accident with your client, Jerry Baxter.  His car hit mine when he went through a red light.  I’m concerned because I have not received a check from your insurance company for the damages to my cars

I’m enclosing a copy of the police report that says that Mr. Baxter was at fault in the accident.

Damages to my car were estimated at $3000.00.  I would like to have my car repaired as soon as possible.  Please send a check to my address in the amount of $3000.00 so that I can have my car repaired.  Thank you for your prompt attention to this matter.

Sincerely,

Kristen M. Jones

Kristen Jones

