(NAF Letterhead)
(Date)

(Name of carrier, vendor, or agent)

(Address)

(City, State, zip code)

Addressee:

This letter is a formal notice of claim in connection with the shipment described below that (briefly describe reason for claim, such as nondelivery, short shipment, or damaged goods) and was discovered 
on (date damage was discovered or exceptions noted).

Identifying and related information is provided as follows:

a. Consignor:  (Name and address of the entity that originated the shipment).

b. Consignee:  (Name and shipping address of the NAF activity or other entity to which the shipment was addressed).

c. Bill of Lading Number:  (Include the complete bill of lading number as indicated on shipping documents).

d. References:  (Purchase order number, contract number, invoice number, or other ordering information that can be used to identify the shipment).

e. Date of shipment:  (Date the goods were actually shipped by the consignor, if known). 
f. Description:  (Describe the goods that were lost, damaged, or destroyed).

g. Origin:  (Identify the place from which the goods were shipped).

h. Destination:  (Identify the point of delivery).

i. Number of pieces:  (Identify the total number of pieces comprising the shipment, such as six boxes, eight cartons, two rolls).

j. Name of carrier:  (Identify the name of the commercial carrier or vessel that transported the shipment).
                                                                        (Name)

                                                                         (Title)  
