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Dear Sir / Madam 

So that we may process your claim as quickly as possible please ensure that you fully complete and sign 
all the relevant sections and return it to us with the documentation outlined below.  Please note that should 
you require any original documents returned, you must request this in writing within 90 days of submitting 
your claim. Only electronic copies of your documents will be stored after this time. 

For all claims:

Flight or travel documents showing your original booking dates, departure dates and return dates 
to enable us to validate your trip and policy entitlements.

For travel delay:

Written confirmation from the airline of the cause and length of the delay you experienced. This 
needs to confirm the original and revised travel arrangements. 

For trip abandonment:

Written confirmation from the airline of the cause and length of the delay you experienced. This 
needs to confirm the original and actual scheduled dates and times of departure.

Flight or travel documents showing your booking dates, departure dates and return dates and 
amount paid to enable us to validate your trip and policy entitlements. 

Accommodation and excursion booking invoices showing your booking dates, departure dates and 
return dates and amount paid to enable us to validate your trip and policy entitlements. 

Cancellation invoices for each portion of your trip / holiday. For example flights, accommodation 
and excursions. These cancellation invoices should show the portion of the trip / holiday 
abandoned or not used and detailing the amount you have been charged for abandoning or 
confirming no refund has been provided. Your trip booking agent / travel agent may be in a 
position to provide you with these cancellation invoices for insurance purposes. 

For missed departure:

A letter from the public transport provider or highways agency confirming the reason and length of 
the delay you experienced, or a letter from a mechanic stating the reason for your personal vehicle 
breaking down on the way to your departure point. 

Original receipts for expenses incurred in purchasing a ticket for an alternative journey, please 
number the receipts and put the number in the column headed 'Ref No.' when completing the 
claims form. 

Proof of extra travel and accommodation such as invoices and tickets. 

When we receive your claim submission, we will assess it and correspond with you further in due course. 

Yours faithfully 
Travel Claims Department
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