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HOW TO WRITE A DEMAND LETTER
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Each demand letter will be based on a template. This template will be the starting point for all demands. 

1) You may begin by including the date. Below that, you must provide the insurance details. To do so, you must establish whether it will be addressed to the 1st Party (1P) or 3rd Party (3P) insurance company. You may do so by checking the insurance tab on Filevine. 

[bookmark: _GoBack]2) You must always include the insurance company name, its mailing address, and contact details for the adjuster. Fax number and e-mail addresses are particularly important. Some companies only accept demands via fax, other take them  by e-mail.

3) If the demand letter is addressed to 3P insurance, “Our Client” and “Your Insured” will always contain different names. However, in the event of a 1P/UIM case, the insured will often be our own client, or the driver of the vehicle in which they were traveling.

4) Should you be unable to find any information, you can consult with the case manager or call the insurance company to find out.
[image: ]
1) This is the standard formula. In UIM cases, you must change “the auto accident caused by your insured, Mr. …” to “the auto accident caused by an underinsured/uninsured driver”.
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1) In the “Background” section, you must include the age and place of residence of our client. These can be found in the Intake tab or file.

2) “Exhibits” includes all documents we’ll enclose with the demand letter. The list follows a certain order. Police reports come first, if available. Then, you must list the different medical providers – hospitals, clinics, chiropractors – according to their first dates of service. 

3) Finally, you must list the Billing Records and Wage Loss Documents, if any.

4) If there is only one medical provider, you do not need to list Billing Records separately (e.g. you may write “Bothell Chiropractic Medical & Billing Records”).
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1) The facts of accident section can be written based on the description of the accident present in the Police Report, if available, or the one in the Intake tab or file.

2) You must include the date as well as the time, when available. You must list the road on which our client was traveling, as well as its intersection or block number.

3) Then, you must list how the accident took place, using one of the following formulas: “While continuing forward”, “While stopped for traffic”, “While stopped for a red light”, etc.

4) When a Police Report is available, you must list the name of the officer who filed it, his time of arrival, and whether he cited the other driver and on what charge. If not, then you can simply state that “Upon conducting an investigation, he filed a report”.
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1) Initial complaints should be listed based on date noted. These are drawn from the subjective/HPI/initial complaints section of the first visit or initial exam and can be found within the medical records.


[image: ]
1) The list of injuries usually draws from the diagnoses present in the initial exam present in the chart notes. Some clinics list them in the billing records, however.

2) List them in order. If two or more clinics report the same diagnosis, list it only once.

3) You must include the ICD-10 code for the injury, if available on the medical records.
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1) This is the template for all hospital/ER visits in the “Medical Treatment” section. You must include the date of service, all initial complaints, all relevant diagnoses, and any medication the client may have been prescribed as a result of the accident. 

2) If there are multiple visits, you may change the final paragraph to reflect the number of total visits. In addition, even if the client was not treated by an MD, as is the case here, the “No. of Visits” will still be listed as MD visits.
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1) Chiropractic clinics will follow a different template. You must list the first and last date of treatment, the number of visits, and all initial complaints.

2) You must list massage therapy visits separately as “MT” visits, if applicable. 
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1) The number of visits can be drawn from the billing. List each date charged on a spreadsheet, and then write it down here. This section will draw from the objective findings of the initial exam. Range of Motion findings include those pertaining to the client’ spinal ROM; Orthopedic findings will stem from the chiropractor’s orthopedic tests; and Palpation findings will be present in all evaluations, too.

2) When radiographic impressions are available, you must also list them following the above pattern.
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1) You must then list the diagnoses.
[image: ]
1) This section must include the kind of treatments the client underwent and their frequency. Finally, you must list the final date of treatment, how many visits there were prior to the final visit, and whether the client was discharged from care or not.
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1) The “Duty Under Duress” section will include all the relevant aspects of the HPI/subjective aspects of the medical records. It details the symptoms and the impact the accident has had on our clients’ lives. There are usually notes for each visit. We list the symptom ratings and complaints; any reports of improvements are to be omitted.

2) Often, you will find that these chart notes cannot be subject to copy-paste. You may then use Sejda’s Optical Character Recognition (OCR) function on the relevant document. When doing so, make sure to double check the pasted text – it does get things wrong sometimes. As a last resort, you will have to transcribe them manually.
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1) You must list the medical expenses. ER visits will often elicit a second bill for physicians’ services. Always check that.
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1) Wage loss, if available, will be calculated based on the gross pay presented on the client’s paystubs, and the number of work days they missed. The paystubs will be present on Filevine. The number of days of work they missed may be found a) in the communications section; b) the Wage Loss Authorization.

2) Use a spreadsheet to calculate the average daily pay, then multiply it by the amount of days of work they missed.
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1) Mileage expenses are easy to calculate. Use the intake tab/file and Google Maps to determine the distance between the client’s house and the different clinic, calculate the roundtrip distance and follow the above template.
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1) You must list the subtotal for every special damages section and calculate the total damages.
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1) The settlement proposal will always be for policy limits. 

2) The response and due by date is fifteen days from the date of writing.

Other considerations
You’ve finished the demand letter. Now you must assemble the package. Do so using Sejda.
1. Export the demand letter as a PDF.
2. Assemble the demand exhibits in the same order that you listed them and following the template.
3. Redact any insurance information from both chart notes and billing using the whiteout function in Sejda’s Edit Section.
4. Delete pages that do not pertain to chart notes or billing (e.g. fax covers, blank pages, etc.)
5. After assembling all exhibits, assemble the final demand package and send it to your team manager.
Go Green. Go Paperless. 
We prefer all documents to be sent
via email or fax:
Nancy@habtemariamlaw.com
Fax: (206) 717-7093

16005 International Blvd Suite B
Seatac, WA 98188
www.habtemariamlaw.com
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Dear Ms. X,

Irepresent Mr. Mohammad Amjad with regard to injuries he sustained in the August 21,2022
auto accident caused by your insured, Mr. XXX X. Mr. Amjad’s condition has now stabilized to the
point where 1am authorized to make a setflement demand regarding his claim. Given the severity of
Mr. Mamani’s injury, a demand is hereby made for policy limit to settle Mr. Mamani’s claim.

This letter and the enclosed documents are submitted for settlement purposes oaly. The
Washington Rules of Evidence prohibituse ofthis letter and the enclosures as evidence in any legal
proceeding without our express consent. If settlement fails for any reason, this letter andts enclosures

are to be returned to me without retention of copies.
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BACKGROUND

Mr. Amjad is a 35-year-old man from Bothell, Washington. He is personable and will present
favorably to  jury if we are unable to resolve this claim through settlement negotiations and are

forced to proceed with litigation.
EXHIBITS

‘We have enclosed the following documents in support of this demand:

Police Report
Evergreen Health Medical Records

Bothell Chiropractic Medical Records
Billing Records
‘Wage Loss Documents
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FACTS OF ACCIDENT
On January 8, 2021, at or around 12:31 PM, Mr. Amjad was traveling along South 128® Street

‘and Military Road South in Seatac, Washington. While stopped for traffic, Mr. Emesto Reyes Guzman,

‘who was traveling behind him, faled to stop and collided with the rear end of Mr. Amjad’s vehicle.
Officer Austin Peterson of Seatac Police Department arived on scene at 12:39 PM. Upon

conducting an investigation, he cited Ms. Omar for failing to stop and causing the collision.
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INITIAL COMPLAINTS

Asaresult of the crash, Mr. Amjad developed the following symptoms:
3

Compiamts Parsiaan Dare Norep
Right shoulder pain Brandon E. Smith, ARNP. 8252020
Neck pain Donald Warren, D.C. 8252020
Rib pain Donald Warren, D.C. 8252020
Lower back pain Donald Warren, D.C. 8252020
Upper back pain Donald Warren, D.C. 8252020

'Mid back pain ‘Donald Warren, D.C. 82572020




image6.png
LIST OF INJURIES

[y

1CD-10 Cone.

Sprain of ligaments of cervical spine. initial encounter SI3AXXA

Sprain of ligaments of thoracic spine, inital encounter 523 3XXA

Sprain of ligaments of lumbar spine, nitial encounter 33 5XXA.
M5 511

Pain in right shoulder

‘Tumbar back pain with radiculopathy. affecting lower extremity

Radiculopathy., lumbar
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Evergreen Health
Dates of Treatment: 9/29/2020 No. of Visits: 1MD

On September 29, 2020, Mr. Amjad arrived to Evergreen Health for examination and
treatment following his car accident related injuries by Brandon E. Smith, ARNP. Mr. Amjad
‘complained primarily of humbar back pain. After conducting a physical examination, Brandon E.
Smith, ARNP diagnosed Mr. Amjad with

« Lumbar back pain with radiculopathy, affecting lower extremity

Upon discharge from the hospital, Brandon E. Smith, ARNP recommended that Mr. Amjad
retumn should his condition deteriorate and follow up with his primary care provider.
He also prescribed the following medications:

© Meloxicam 15 MG oral tablet
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Bothell Chiropractic
Dates of Treatment: 8/25/2020 - 9/28/2020 No. of Visits: 11 DC
INTAKE AND EXAMINATION

On August 25, 2020, Mr. Amjad presented to Bothell Chiropractic for examination and
treatment of his accident-related injuries by Dr. Donald Warren, D.C. Mr. Amjad's inital complaints
were constant bilateral cervical aching pain that radiates nto right upper arm, constant bilateral
thoracic aching pain, constant bilateral lumbar aching pain, constant leftsided headache aching pain

‘and constant right shoulder aching pain.
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Dr. Warren conducted an evaluation and a physical examination of Mr. Amjad’s injuries. Dr.
‘Warren's objective findings include:
« Range of Motion Studies: Active range of motion measurements revealed the patient's
cervical and thoragco-tumbar range of motion to be restricted with pain.
« Orthopedic Analysis: Dr. Warren administered a series of tests that found the
following: pain and ligamentous injury along the cervical spine; pain during Nachlas”
Kemp’s and Maximum Foraminal Compression tests.
« Palpation Exam;: Dr. Warren's evaluation revealed muscle spasm, subluxations and

‘ypertonicity along the patient’s cervical, thoracic and fumibar spines.
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Dincnosis
‘Atthe conclusion of the examination, Dr. Warren diagnosed Mr. Amjad with the following:

 Sprain of ligaments of cervical spine, initial encounter

Sprain of ligaments of thoracic spine, inital encounter

Sprain of ligaments of humbar spine, initial encounter

Pain in right shoulder
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TreaTmenT
Dr. Warren set up Mr. Amjad with a treatment regimen that entailed chiropractic manipulative
therapy, intersegmental mechanical traction three times a week for four weeks pending reevaluation.
Over the course of his treatment Mr. Amjad was also subjected to resistivesretching exercises along
with home exercises.
On September 28, 2020, afer 10 chiropractc visits, Mr. Amjad returned to Bothell
Chiropractic for his final examination and treatment by Dr. Donald Warren, D.C. Dr. Warren did not

discharge M. Amjad from his care.
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DUTY UNDER DURESS & IMPACT ON ADL
On August 25, 2020, Donald Warren, DC noted:

« Mr. Amjad reported “The neck pain is bad, can't sleep at night because of it Back pain is also
getting worse. He has to sit on the computer § hours a day, he feels pressure on low back
‘Walking is tough if he has to go shopping or go for a long walk. Headache started at base of
neck now its going down right shoulder, started in middle and then down right shoulder.

Sometimes tingling early in the moming in neckc ™
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CALCULATION OF SPECIAL DAMAGES

Mepicas Expenss

Mr. Amjad has incurred medical expenses for treatment of the injuries sustained in his motor

vehicle collision. The total incurred medical expenses are as follows:

Evergreen Health $1485.00
‘Simpsons Physicians 51111
‘Bothell Chiropractic $261400
TOTAL: 461011
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WaeE Loss
Atthe time ofthe accident, Mr. Amjad made $1.27143 a week working. This figure was

calculated by examining Mr. Amjad's average eamings in the month preceding the collision. Asa

result of the January 8, 2021 auto accident, Mr. Amjad was unable to work for 3 days. This equates to

$521.76 in lost wages.
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MiLeaGE EXPENSES

Mr. Amjad has incurred mileage expenses for treatment of the injuries sustained in his motor

vehicle collision. The total incurred milleage expenses for medical treatment transportation is as ollows:

Evergreen Health

Tvisits x 9.6 RT = 17.81 miles x
535

5953

‘Bothell Chiropractic

$56.50

TOTAL:

§66.03
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SPECIAL DAMAGES SUMMARY

‘Medical Expenses $461011
Wage Loss 2176
Mileage Expenses 6603
TOTAL: $5.197.90
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SETTLEMENT PROPOSAL
In light of the clear liability of the third-party in this case and the injuries clearly
proximately caused, as well as the damages documented herein, we make a reasonable and fair
demand in the total amount of policy limit in full and final settlement of this claim. If your
imsured’s policy limits are lower than our stated demand, please consider this a demand for
policy fimits. Hopefully, we can settle this claim quickly and in a cordial negotiation
Please provide our client with a response to our demand within fifteen (15) days of

receipt, or by December X, 2023, Thank you and T look forward to hearing from you
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Tuly 20,2022

Progressive Insurance
10565 SW Nimbus Ave Ste. 105
Tigard, OR 97223

Phone: 503-495-4627

Fax: 833-958-1220

E-mail: 210122@progressive.com
ATTN: Kate Walsh

Re:
Our Client:
Your Insured:
Date of Loss:
Your Claim No:

Mohammad Amjad
Ernesto Guzman Reyes
08212020
203261040

SETTLEMENT OFFER ER 408




