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 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)

 [RED BRACKETS]: Just for info – after you’ve read, delete


[insert your name 

and address]

[insert date]

[insert name and 

address of utility company]

Dear Sir or Madam,

Customer reference no: [insert if you have one, or delete]

Ref: Utilities complaint due to breach of guaranteed service standards

I am writing to request that you pay me the compensation of [enter £20 for gas or water, £22 for electricity, or total amount for power cuts] that I am entitled to following a breach of guaranteed service standards that utility companies must legally uphold.

This is due to [enter the situation that qualifies for compensation, eg, supplier missed appointment / no notice of supply cut off] on [enter dates and times].

As you failed to automatically make this payment within [enter 10 or 20 working days for water, 10 working days for electricity or 20 working days for gas] I am now legally entitled to a further [enter £10 for water, £20 for gas or £22 for electricity] in addition to the amount mentioned above, bringing my claim to £[enter total].

[Add this section if you would like to claim additional costs, or delete]

I am also claiming the amount of £[enter amount] for the [select from consequential losses / distress and inconvenience] I have incurred as a result of the breach. These costs are as follows: [enter details of additional costs, eg, cost of phone calls to rearrange appointment, subsequent days or hours off work, and/or any claims for loss of enjoyment]. This brings my total claim to £[enter initial amount plus extra cost].

[Use this section for all letters]

I look forward to a full and prompt response to this letter within 10 working days.

Yours faithfully,

[insert your signature]

[insert your name (printed)]

