(Sample letter to carrier / delivery agent, please use your own letterhead)

NOTICE OF CLAIM
Date: 

Messrs. ____________________________________________ 

(Name of shipping company/air carrier/forwarder/delivery agent)

Dear Sirs,

Subject

:
Bill of Lading no.

:




Name of Vessel & voyage no.:




Date of arrival


:




Description of loss/damage
:




Claim amount


:

Please be advised that the loss have been found in connection with the captioned shipment, for which we reserve the right to file claim against your company.  Kindly look into the matter and let us have your reply soon.

For your reference, we enclosed herewith copy of the following: -

· Invoice

· Packing List

· Bill of Lading / airway bill

Should you have any queries concerning the claim, please do not hesitate to contact _______________ at telephone no. ___________.
Yours faithfully,

C.C.
MSIG Insurance (Hong Kong) Limited.  
Please acknowledge receipt by sign,


stamp and return to us copy of this letter	











