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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 trip booking date, departure date and return date to 
enable us to validate your trip. 

For loss/theft/damage of personal possessions:

A police report, tour operators / hotel / representative report, crime reference number. 

If the claim is for property lost, stolen or damaged whilst in the custody of a carrier please send 
used travel tickets and baggage tags, airline Property Irregularity Report (PIR) and any 
correspondence from the customer services unit of the airline acknowledging the loss or offering 
reimbursement. 

Proof of ownership/purchase in the form of original receipts for all the items claimed. In the 
absence of receipts, instruction manuals, packaging, bank statements or photographs will be 
considered.

Written confirmation stating the item/s cannot be economically repaired or repair estimate from a 
reputable retailer alternatively you can send the damaged items to us at your own cost for our 
inspection. 

For loss/theft of money:

A police report, tour operators / hotel / representative report, crime reference number. 

Pre-loss documentation such as a bank or building society statement, currency exchange slip etc. 
To support the amount you are claiming. 

Post-loss documentation such as a bank or building society statement, currency exchange slip etc, 
showing the funds you withdrew to enable you to continue your trip, if other arrangements were 
made please provide details of these. 

If your cards were lost or stolen, please provide written confirmation from your card issuer showing 
the date you advised them of the loss or theft.

For delayed baggage:

The airline Property Irregularity Report (PIR). 

Receipts for the essential purchases you made whilst you awaited the return of your luggage. 

Written confirmation from the airline of the date and time your luggage was returned to you and 
that they have not issued any payment to yourself in respect of this matter. 

For loss of passport and travel documents:

Receipts for travel, accommodation expenses incurred in obtaining a replacement passport or 
travel document. 

Purchase receipts issued from the consulate for the replacement/temporary passports. 

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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