Instructions


On the next page you will find a sample letter prepared for the purpose of:
· satisfying the legal requirement of giving timely notice; and 
· setting out the relevant facts.

The target readership for the letter consists of:
· airline employees tasked with settling claims; and
· judges adjudicating your dispute with the airline.

Therefore, your letter must be concise and business-like. It is not the right place to vent about your frustration with the airline. 

Please fill in the gray fields as concisely as possible, and provide only the information that is absolutely necessary. You may delete fields that are not needed.

Remember: brevity is the soul of wit.

To:  CARRIER (or: FIRST CARRIER and LAST CARRIER)
 
Dear Madam or Sir or: Ms. X. / Mr. Y:
I am writing to request that CARRIER (or, if claiming from two airlines: FIRST CARRIER and LAST CARRIER) compensate me in the amount of TOTAL AMOUNT for the loss of my checked baggage, in accordance with Article 17(2) of the Montreal Convention (or, if claiming from two airlines: Articles 17(2) and 36(3) of the Montreal Convention).
1. On FLIGHT DATE, I flew from ORIGIN to DESTINATION  via CONNECTING POINTS on flights FLIGHT NUMBERS. I checked in NUMBER OF BAGS piece(s) of baggage, bearing baggage tag number(s) TAG NUMBERS. 
2. Upon arrival at DESTINATION, my checked baggage bearing tag numbers TAGS OF MISSING BAGS  did not arrive with me. A baggage irregularity report was completed at DESTINATION, and assigned reference number REFERENCE NUMBER OF REPORT.
3. After the expiry of 21 days from  my arrival, the missing checked baggage has still not arrived. Thus, pursuant to Article 17(3) of the Montreal Convention, the baggage is deemed to be lost for the purpose of compensation.
4. As a result of the loss of my checked baggage, I incurred losses totalling TOTAL AMOUNT that are summarized in the attached tables and supported by the attached copies of receipts (or: declaration).
I request that CARRIER (or, if claiming from two airlines: FIRST CARRIER and LAST CARRIER) compensate me for this amount, within 30 calendar days, in accordance with Article 17(2) of the Montreal Convention.
Sincerely yours, 
PASSENGER(S)
