Damage Claim Letter (General) Template

[Your Name]

[Your Address]

[City, State, ZIP Code]

[Email Address]

[Phone Number]

[Date]

[Recipient's Name]

[Recipient's Title]

[Company/Organization Name]

[Company Address]

[City, State, ZIP Code]

Subject: Claim for Damages

Dear [Recipient's Name],

| am writing to inform you about damages | incurred on [Date] as a result of [Briefly explain the
incident or cause of damage]. The damages have resulted in [Briefly describe the impact or
consequences of the damage].

| am seeking compensation or resolution for the damages incurred. Enclosed are photographs of the
damages, estimates for repair or replacement costs, and any other relevant documentation. | kindly
request your prompt attention and resolution of this matter.

If you require additional information or documentation, please contact me at [Phone Number] or
[Email Address].

Thank you for your cooperation.

Sincerely,

[Your Name]



