[Your Name]

[Your Address]

[Airline Name]

[Airline Address]

[Date] 

Dear Sirs,

Claim for Expenses Incurred 

I write regarding the delay I experienced on flight [Flight Number], which was scheduled to depart from [Departure Airport] and arrive at  [Arrival Airport] on [Date].

Unfortunately as a result of this delay I incurred the expenses listed below, for which I seek reimbursement pursuant to Articles 8 and/or 9 of EC Regulation 261/2004. Attached to this letter are copies of the relevant receipts.
	Item
	Amount

	Meals
	[Nil]

	Travel
	[Nil]

	Telephone Calls
	[Nil]

	Hotel Accommodation
	[Nil]

	Replacement Flight(s)
	[Nil]

	TOTAL
	[TOTAL]


In accordance with the case of Denise McDonagh v Ryanair Ltd I can confirm that each of these expenses was “necessary, appropriate and reasonable” in the circumstances.

May I take this opportunity to remind you that expenses must be reimbursed, regardless of the reason for the delay or cancellation.
I look forward to receiving your cheque for the above amount within 14 days.
Yours faithfully
[Your Name]

