Company Name

Company Address

Company Postcode

23 November 2009





 

Dear 

[enter your name, address, customer reference number. 
Current Meter Readings - Gas: #####. Electricity: #####]
I am writing to you about the outstanding balance on my account and the arrangement to repay this. 
I am unable to meet the payments that you have asked me to make each month/week* towards the outstanding balance on my account. In line with your licence obligations you must take my financial circumstances into account when setting debt repayments. 
Add your alternative repayment offer here. 

Please contact me to discuss this as soon as possible. If you fail to respond within 14 days I will have no option but to consider taking the matter to Consumer Direct.  
Yours sincerely/faithfully*
Your Name 
Your Telephone Number
Your.e-mail@address 
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