
Write a Letter to ESIC Office for Benefits Inquiry 
 

[Your Name]​
[Your Address]​
[City, State, Zip Code]​
[Your Email Address]​
[Your Phone Number]​
[Date] 

ESIC Office​
[ESIC Office Address]​
[City, State, Zip Code] 

Subject: Inquiry Regarding ESIC Benefits 

Dear Sir/Madam, 

I hope this letter finds you well. I am writing to inquire about the status of my ESIC benefits. 

I have been a beneficiary of ESIC for [mention duration], and I recently encountered an issue 
regarding [briefly describe the issue, such as missing payments, incorrect information, etc.]. 

I have made several attempts to resolve this matter through the appropriate channels, but 
unfortunately, I have not received a satisfactory response. Therefore, I am reaching out to your 
office in the hope of obtaining assistance in resolving this issue. 

Could you please investigate this matter and provide me with clarification on the status of my 
ESIC benefits? I would appreciate any information or assistance you can provide to help me 
resolve this matter promptly. 

If there are any forms or documentation required from my end, please let me know, and I will 
ensure they are promptly submitted. 

Thank you for your attention to this matter. I look forward to your prompt response. Should you 
require any further information or clarification from my end, please do not hesitate to contact me 
at [Your Phone Number] or [Your Email Address]. 

Yours sincerely, 

[Your Name] 
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