INTER-OFFICE MEMORANDUM











To:	Appropriate UN Traffic Unit					Date:______________


	_________________________


	_________________________





From Staff Member::   ______________________


			______________________


			______________________


			______________________





Subject: Claim for Loss/Damage to My Shipment of Personal Effects








Shipment Reference:_________________________________________________________





From:________________________________       To:_______________________________





AWB or B/L No and Date:_____________________________________________________





Please find attached documentation pertaining to the loss/damage of my shipment of personal effects and household goods which was received by me on_____________________________





Following is a list indicating the items as listed in my itemized valued inventory which were lost and also a list of items which were damaged and their repair cost substantiated by the attached repair estimates.











=====================================================================





Documents Furnished in Support of Claim:


[__] Invoice or Inventory�
[__] Customs Certificate�
[__] Consignee’s Statement�
�
[__] Survey Report�
[__] Delivery Receipt�
[__] Bill of Lading�
�
[__] Claim against Carrier�
[__] Packing List�
[__] Other Correspondence�
�
[__] Airway Bill�
[__] Repair/Replace Bill/Est�
[__] Shortlanding Certificate�
�
[__] Carrier ‘s Acknowledgement�
�
�



=====================================================================





Note to Staff Member


If a complete shipping unit has not been delivered, obtain a “short landing certificate” from the destination carrier and attached to this claim letter.  If items are missing from a particular shipping unit, indicate from which unit on the origin agent’s packing list or inventory.  In the event that the damage to items exceeds $300, a survey report is generally required to substantiate the losses.   The survey report fee should be paid to the surveyor and be included in the claim amount.  Items lost or damaged should be highlighted on a copy of the itemized valued inventory and be included with the claim letter.  Enclose signed and annotated delivery receipts and any other documentation that will substantiate your claim.
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