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 credit card provider]
Dear Sir or Madam,
Account number: [insert account number] 
I refer to default charges applied to my account amounting to [insert amount previously requested], which I have requested you pay back. 
I wrote to you on [insert date], making the original request for a payment in settlement of my claim.  As I have [select from not heard from you / not received a satisfactory response], I am writing to inform you I intend to claim the full amount claimed together with interest up to the date of judgment and court fees in the proceedings through the county court. 
This is based on the Unfair Terms in Consumer Contracts Regulations, as I believe these default charges are unfair and not proportionate to your costs, and therefore the court will rule in my favour. As I am sure you are aware, the Office of Fair Trading also stated in its April 2006 statement into credit card charges that it considers charges are at a higher level than is legally fair.
I have attached a full schedule of the charges with this document. 
[Include this sentence if you are willing to accept a lower amount or delete]

Without prejudice
The charges and interest I have claimed above total £ [insert grand total].  however, if you are prepared to pay to me £ [insert whatever lower figure would be acceptable to you] within 14 days of the date of this letter (and, for such purpose, time shall be of the essence), I am prepared to accept this lower figure in full and final settlement of my claim and interest.


I look forward to a full response to this letter within 14 days, otherwise I will commence court proceedings to reclaim my money.
Yours faithfully,
[insert your signature]
[insert your name (printed)]
[Include a further copy of your list of charges, using the printout from the calculator if asking for interest]. 
