{Insert Date}

{Name}

{Address}

{Address}

Dear {Name}

Intent to Claim

Re:{Details of Loss}

We recently received a shipment {description of goods} from our suppliers. On opening the container {container no}, we found the contents damaged/pilfered.

We intend to hold your company responsible for the loss/damage. 

We are in the process of quantifying the loss/damage. If you, or your representative, wish to inspect the damage please contact the following person to arrange an appointment:

{Name contact no}.
Your acknowledgment of this letter would be appreciated in due course.

Yours faithfully,

