[your name]
[address]
[zip code and city]
[telephone]
[e-mail]
[name of airline or travel provider]
[address]
[zip code and city]
[place date]
Subject: Damaged luggage
Dear Sir/Madam,
[1] [choose this paragraph if you only booked a flight:]
On [date] I flew with your airline from [airport where you departed] to [airport where you arrived]. My flight number was [flight number].
[2] [choose this paragraph if you booked a package holiday:]
On [date] I booked a package holiday with you to [destination] . My booking number is [number of your booking]. The package included a flight on [date] from [departure airport] to [arrival airport]. My flight number was [flight number] .
During the flight my luggage got [damaged]. It concerns [explain what is damaged] .
[Choose your situation:]
· I discovered the [damage] when I arrived at [airport name] .
· I discovered the damage when I [explain when you first saw the damage]. I could not see this damage before because [explain why you could not see that your luggage was damaged at the airport].
I am entitled to [compensation for damage]. As I made the [flight / package holiday] reservation with you, you are liable for the [damage to my luggage]. The costs are: [list what your costs are due to the damage and for what purpose and enclose a copy of the proof]. I therefore kindly ask you to pay me compensation of [amount] euros. I ask you to deposit this amount within [mention a reasonable period] into [your account number], in the name of [your name].
I would like to receive your response by [email/letter] within two weeks .
Yours sincerely,
[Your name and signature]
