Date :


Our ref :

CLAIM LETTER

Dear Madame/Sir,

We inform you that the shipment as per details below arrived in damaged condition/with partial shortage.

We are holding you fully responsible, and hereby file a claim to cover our loss.

Details of shipment :

Transport document number :

Description of cargo :

Details of the loss/damage :

Amount of claim :

We reserve the right to revert to the matter and are awaiting your confirmation of receipt of this letter.

With best regards.

Enclosures :  

Cc :  Cisco

