
[Your Name/Company Name] 

[Your Address] 

[City, State, Zip Code] 

[Phone Number] 

[Email Address] 

[Date] 

[Recipient Name] 

[Recipient Title] 

[Recipient Company] 

[Recipient Address] 

[City, State, Zip Code] 

RE: Summary of Damages - [Case Name or Reference Number] 

Dear [Recipient Name], 

Please find below a formal summary of the damages calculated in relation to the aforementioned 

matter. This summary outlines the financial losses incurred as a direct result of [Description of 

Incident/Breach]. 

Category of Damage Description Amount 

Economic Damages [e.g., Direct financial loss, medical bills, or repair costs] $[0.00] 

Lost Earnings [e.g., Lost wages or business revenue] $[0.00] 

Incidental Expenses [e.g., Transportation, storage, or administrative fees] $[0.00] 

Other Damages [e.g., Interest or specific contractual penalties] $[0.00] 

TOTAL CLAIMED  $[0.00] 

The figures provided above are supported by the attached documentation, including invoices, 

receipts, and expert assessments. We believe these calculations represent a fair and accurate 

estimation of the total losses sustained. 

We remain open to discussing these figures in an effort to reach a timely resolution. Please 

provide your response or any counter-proposal by [Date]. 

Sincerely, 

[Signature] 

[Your Printed Name] 


