How to fill in: replace the [bracketed] parts, delete the lines that do not apply, and delete this paragraph. For flights covered by UK261, use £220 / £350 / £520 instead of the euro amounts. Guide: eu261flightdelay.com/complaint-letter-template/
[Your name]
[Address]
[E-mail, phone]

[Airline name]
Customer Relations – EU261 claims
[Airline postal or e-mail address]

[City], [DD Month YYYY]

Subject: Compensation claim under Regulation (EC) No 261/2004 – [flight number], [flight date], booking reference [PNR]

Dear Sir or Madam,
I was a passenger on the following flight:
1. Flight number: [e.g. FR 1234]
1. Date of flight: [DD Month YYYY]
1. Route: [departure airport] – [arrival airport]
1. Booking reference: [PNR]
1. Passenger(s): [name, name]
The flight [keep the one that applies]:
1. arrived at its final destination [X hours Y minutes] later than scheduled (doors opened at [HH:MM]);
1. was cancelled, and I was informed less than 14 days before departure, on [DD Month YYYY];
1. I was denied boarding against my will although I presented myself at the gate on time.
Under Article 7 of Regulation (EC) No 261/2004 – in conjunction with Article 5 for cancellations, Article 4 for denied boarding and, for delays, Article 6 and the judgment of the Court of Justice of the European Union in joined cases C-402/07 and C-432/07 (Sturgeon) – I am entitled to compensation of €[250 / 400 / 600] per passenger, €[total] in total.
[For cancellation or denied boarding:] This claim is in addition to my rights to reimbursement or re-routing under Article 8 and to care under Article 9 of the Regulation.
If you intend to rely on extraordinary circumstances (Article 5(3)), please specify them, provide evidence, and describe the reasonable measures you took to avoid the [delay / cancellation].
[If applicable:] I did not receive the care required by Article 9 while waiting, so I also request reimbursement of the following expenses, supported by receipts: [item, amount].
Please transfer the amount within 30 days to the following account:
1. Account holder: [name]
1. IBAN: [XX00 0000 0000 0000 0000 00]
1. SWIFT/BIC: [code]
If I do not receive a substantive reply within this period, I will pursue my claim through the national enforcement body and the courts.
Enclosures: boarding pass, booking confirmation, the airline's notifications, [receipts].

Yours faithfully,

[signature]
[Your name]
