IMPORTANT! 
PLEASE READ THEN DELETE THIS BOX

This is a template letter for guidance.  You need to add your details and, where appropriate, change the letter to suit your particular circumstances. 

Once you’ve made changes, always print it out and read it through to check it makes sense to the recipient.

ACTION POINTS

[BLUE BRACKETS]: Put your specific info here, then delete the instructions (and change the text colour)


 [Insert your name 
and address]

[insert date]

[insert name and 

address of bank/card provider
you held your debit/credit card with]
Dear Sir or Madam,

Card name: [insert card name]
Card number: [insert card number]
I tried to cancel a recurring payment (continuous payment authority) on this card on [insert date]. I was told that [insert reason for complaint - see below (1)]
The recurring payment was made out to [insert company name] and was for [£x.xx – insert value(s) on [insert date(s)].
I enclose copies of my statements dating back to the date I tried to cancel the recurring payment, showing all payments made from the account since that date [plus any related documents, such as any letters from the bank when you tried to cancel – delete if no other documents]. I am writing to request a full refund of these payments plus any interest charged on those amounts. 

I look forward to your response within eight weeks, otherwise I won’t hesitate to take my complaint to the Financial Ombudsman Service. 
Yours faithfully,

[insert your signature]
[Insert your name (printed)]
(1) INSERT ONE OF THE FOLLOWING PLUS ANY ADDITIONAL DETAILS:

· I would have to contact the retailer to cancel.
· The bank didn’t have the power to be able to cancel the payment.
· That the payment authority would be cancelled, but money was still taken out of my account afterwards. 

· That I would have to close my card to cancel the payment, but the payments were still taken from the closed card. 
