Please print this letter with your letter-head
Date : 

To :  (Insert name and address of the carrier) 

Dear Sirs, 

Re : 
B/L (or AWB No)

Voyage :


Description of cargo damage

         
Delivery date : 
This is to report that damage or loss is found on this shipment.  Since the damage or loss might occur whilst the whole shipment was in your custody and control, we hereby hold you fully liable for our loss sustained and reserve the right to claim against your company.  Our claims documents will be forward to you shortly.
We hereby invite you to attend a joint survey with our assigned surveyor (xxx) at (time and location).  Please confirm by return if you or your surveyor will be available to attend the joint survey. 

Yours truly, 

Authorized signature
Contact numbers

Email address

