[Your Name]
[Address line 1]
[Address line 2]
[Address line 3]
[Company name]
[Address line 1]
[Address line 2]
[Address line 3]
[Insert Date]
Dear Sir or Madam,
Re: Flight Delay/Cancellation - Claim for Refund, Assistance and/or Compensation (Booking Reference: [insert])
On [insert date], I was scheduled to travel with your airline from [departure location] to [arrival destination] on flight [flight number]. The flight was [delayed by X hours / cancelled], causing a delay of [insert number of hours] in reaching my final destination.
When a flight is delayed or cancelled, passengers may be entitled to:
· a refund or re-routing to the final destination,
· assistance at the airport, including meals, refreshments, hotel accommodation where necessary, and transport to and from the accommodation,
· compensation, depending on the circumstances and length of delay.
Based on my journey details, I request:
· a refund/re‑routing/or compensation per passenger according to the statutory entitlement, and
· Reimbursement of any reasonable expenses incurred.
Please review my claim and provide a written response within 14 days of receiving this letter.
Yours faithfully,
[Your Name]

