Air Travel: Flight Delay
The following sample letter can be used for claims under Regulation (EC) No 261/2004 when a flight is delayed. The regulation is applicable, regardless of the airline, to all departures from EU states, Switzerland, Norway and Iceland, but also to flights departing from an airport located in a third country to the EU, Switzerland, Norway or Iceland if operated by an European, Swiss, Norwegian or Icelandic airline.
Further claims for damages can be pursued under Regulation (EC) No 889/2002 or the Montreal Convention before the competent Courts, including, where appropriate, non-material damage, in accordance with the provisions of national law.
The judgments of the European Court of Justice (ECJ) provide for compensation of euro 250/400/600 in the event of a delay of more than 3 hours at the final destination. However, this compensation is not due if the delay was caused by extraordinary circumstances which could not have been avoided even if all reasonable measures had been taken (e.g. air traffic controllers' strike, adverse weather conditions, volcanic ash...).
TIP: Check whether you can find an online complaint form on the website of the airline. When you fill in the online form, we recommend that you take screenshots/photos or a video.
The text in italics has to be replaced with the respective information. The text in grey has to be cancelled.
Sender
Place and Date
Via Online Complaint Form or e-mail or registered mail
To
Name and address of air carrier
CC
European Consumer Centre Italy
via Brennero 3
39100 Bolzano
via e-mail: info@euroconsumatori.org (we kindly ask you to send the communications for our attention via e-mail only and not by registered mail)
Complaint under Regulation (EC) No 261/2004 and ECJ case law on flight delays
Passengers: Name, Surname 
Flight Number: …
Booking reference (PNR): (six-digit code consisting of block letters and or numbers)
E-Ticket number(s): (if available)
Dear Sir or Madam,
I purchased a ticket for flight no. ... with booking reference ..... Due to undisclosed reasons on ... (date) the departure time of the flight from ... (place of departure) to ... (place of arrival/destination), scheduled for ... (time), was postponed, resulting in a delay of ...  (delay in hours) at arrival.
In case of a delay at departure of at least 5 hours: As a result, the flight to ... (destination) has lost its purpose. Therefore, I demand the refund of the ticket price in the amount of ... within 7 days.
In case of a delay at arrival of at least three hours:
Due to the long delay at arrival I claim financial compensation of EUR ... 
a) 250 € for flights up to 1,500 km;
b) 400 € for flights within the EU over 1,500 km and for flights to other states between 1,500 and 3,500 km; 
c) 600 € for all other flights.
- If assistance was not provided when the flight up to 1,500 km was delayed at departure by 2 hours, an intra-EU flight over 1,500 km or another flight between 1,500 and 3,500 km was delayed at departure by 3 hours and all other flights were delayed at departure by 4 hours:
While waiting for departure of the flight, I did not receive any assistance, such as meals and drinks. Therefore, I incurred the following expenses: 
List of expenses for the above services you had to pay for
The expenses for this amount to EUR ___, as can be seen from the enclosed receipts and invoices.
Pursuant to the Regulation (EC) No 261/2004 and the Judgments of the ECJ I hereby demand that you compensate me in the amount of Euro ... (state the total amount claimed).
I expect your reply within 14 days.

Yours faithfully,
Name and Surname
Bank Account:
IBAN and BIC (SWIFT)
Enclosed please find:
Copy of the booking confirmation
Copy of the flight tickets/boarding pass
Copy of receipts, invoices, etc.
Further documentation
Please notice: Keep a copy of this letter and the added documents!
Never enclose originals!
