Writing a travel insurance claim letter requires clear
communication and detailed information to ensure a successful
claim process. This guide provides a free template for such a
letter, along with a realistic example, essential components,
a variation of the template, and tips for writing.

Purpose of Travel Insurance Claim Letters

= Initiate Claim Process: Officially start the process of
claiming compensation for losses or issues encountered
during travel.

= Document Incident: Provide a detailed account of the
incident or situation that led to the claim.

= Support with Evidence: Include necessary documentation
or evidence to support the claim.

- Request Compensation: Clearly state the compensation or
resolution you are seeking from the insurance company.

Key Components of a Travel Insurance
Claim Letter

Introduction: Introduce yourself and your policy details.

Incident Description: Describe the incident or issue that
occurred during your travel.

Claim Details: Specify what you are claiming for, such as lost
luggage, trip cancellation, or medical expenses.

Supporting Documentation: Mention any supporting documents you
are attaching with the letter.

Desired Resolution: State the compensation or action you
expect from the insurance company.



Closing: Conclude with a request for a timely response and
provide your contact details.

Tips for Writing Travel Insurance Claim
Letters

Be Specific and Concise: Clearly describe the incident and
your claim without unnecessary details.

Include Policy Information: Always mention your policy number
and personal identification details.

Attach Supporting Documents: Include all relevant
documentation, such as receipts, reports, or medical records.
Maintain a Professional Tone: Keep the tone formal and polite,
even 1f you are frustrated.

Proofread: Check for any errors or omissions that might delay
the processing of your claim.

Travel Insurance Claim Letter Template

[Your Name]

[Your Address]

[City, State, Zip Code]
[Email Address]

[Phone Number]

[Date]

[Claims Department]
[Insurance Company Name]
[Company Address]

[City, State, Zip Code]

Dear Claims Department,

I am writing to file a claim under my travel insurance policy,
[Policy Number], due to [state the reason for the claim, such



as lost luggage, trip cancellation, medical emergency, etc.].
The incident occurred on [Date of Incident] during my trip to
[Location].

[Describe the incident in detail, including any steps you took
immediately following the incident, such as reporting to
authorities, seeking medical attention, etc.]

As per the policy terms, I am seeking [state your claim, such
as reimbursement for lost items, coverage of medical expenses,
refund for trip cancellation, etc.]. Attached to this letter,
you will find [list of documents you are including, such as
receipts, police reports, medical reports, proof of
cancellation, etc.].

I trust that my claim will be processed promptly and
efficiently. Please contact me at [Your Phone Number] or [Your
Email Address] should you require any further information or
clarification regarding this claim.

Thank you for your attention to this matter. I look forward to
a favorable resolution.

Sincerely,

[Your Signature (if sending a hard copy)]
[Your Printed Name]

Example Letter Using the Template

Jane Doe

123 Main Street
Anytown, AT 12345
jane.doe@email.com
(555) 678-1234

May 3, 2024

Claims Department
Safe Travels Insurance Co.



456 Insurance Lane
Insuretown, IT 67890

Dear Claims Department,

I am writing to file a claim under my travel insurance policy,
ST123456789, due to lost luggage. The incident occurred on
April 28, 2024, during my trip to Paris, France.

Upon arriving at Charles de Gaulle Airport, I discovered that
my checked luggage did not arrive. I immediately reported the
issue to the airline and filed a lost luggage report, a copy
of which is attached. Despite their efforts, the luggage was
not recovered.

As per the policy terms, I am seeking reimbursement for the
lost items, which include clothing, personal belongings, and a
laptop. The total estimated value is $2,000. Attached to this
letter, you will find the lost luggage report, purchase
receipts for the items, and communication with the airline.

I trust that my claim will be processed promptly and
efficiently. Please contact me at (555) 678-1234 or
jane.doe@email.com should you require any further information
or clarification regarding this claim.

Thank you for your attention to this matter. I look forward to
a favorable resolution.

Sincerely,

Jane Doe

Travel Insurance Claim Letter Template
Variation

[Your Name]
[Your Address]



[City, State, Zip Code]
[Email Address]

[Phone Number]

[Date]

[Claims Department]
[Insurance Company Name]
[Company Address]

[City, State, Zip Code]

Dear Claims Department,

I hope this letter finds you well. I am reaching out to file a
claim regarding my travel insurance policy [Policy Number]
following a medical emergency I experienced during my recent
trip to [Location]. The incident occurred on [Date of
Incident].

While traveling, I experienced [describe the medical
emergency, such as sudden illness, injury, etc.], which
required immediate medical attention. I was treated at [Name
of Hospital or Clinic], and due to this unforeseen event, my
travel plans were significantly disrupted.

Under the terms of my travel insurance policy, I am seeking
coverage for the medical expenses incurred, which amount to
[state the cost]. Enclosed, you will find the medical bills,
treatment details, and a letter from the attending physician.

I kindly request a prompt review and processing of my claim.
If additional information is needed, please feel free to

contact me at [Your Phone Number] or [Your Email Address].

I appreciate your immediate attention to this matter and await
your response.

Best regards,

[Your Signature (if sending a hard copy)]
[Your Printed Name]



