

















Date











Name


Address


Address


Address








Dear


Policy Number


I refer to your letter dated .................... and received by our office on .......................


Tower has a formal procedure in place to handle your enquiry. We will endeavour to respond to your enquiry within 10 working days from the date we received it in writing. If we are unable to do so, we will advise you of the reasons for the delay and provide you with an indication of when we will respond to your enquiry.





Yours faithfully,
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