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Dear Sir / Madam 

So that we may process your claim as quickly as possible please ensure that you fully complete and sign 
all the relevant sections and return it to us with the documentation outlined below.  Please note that should 
you require any original documents returned, you must request this in writing within 90 days of submitting 
your claim. Only electronic copies of your documents will be stored after this time. 

For all claims:

Flight or travel documents showing your booking dates, departure dates and return dates to enable 
us to validate your trip and policy entitlements. 

Original receipts for all expenses incurred, please number the receipts and put the number in the 
column headed 'Receipt No.' when completing the claims form. 

Medical reports detailing the diagnosis and treatment received. 

Receipt showing the appropriate excess has been paid (if you have not paid your excess then your 
claim will be reduced by the excess amount set out in the terms of your policy or you may have to 
pay your excess directly to us). 

If you incurred additional accommodation and travel expenses:
(Additional accommodation and travel should have been pre-approved by the 24/7 Emergency Medical 
Assistance Company before costs were incurred. If you have not had pre-authorisation for these costs then 
you must submit an explanation as to why). 

Receipts for the additional accommodation expenses. 

Receipts for the additional travel expenses. 

If this claim is being submitted on behalf of a deceased insured:

Death certificate and a copy of the grant of probate/letters of administration. 

If your claim is as a result of an injury:

Details of the circumstances which caused the accident. 

If a third party was involved please provide the name and address of the third party and their 
insurance details if known. 

In the event that you are pursuing a claim for damages against a third party please provide the 
name and address of any appointed solicitor and their reference number. 

When we receive your claim submission, we will assess it and correspond with you further in due course. 

Yours faithfully 
Travel Claims Department
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