Master First name: Family name
C/O # Of House,
Your Road,
Your Town
Your city
[Your Postcode]
SPECIAL/PRIVATE/CONFIDENTIAL
First name & family name of [CEO or MD - Trustee]
Name of Company
# of Road,
Wrongdoer’s city 
Wrongdoer’s Postcode
28th February 2021
Ref #: 123456789
NOTICE OF FAULT (£115 Now Due)
NOTICE TO AGENT IS NOTICE TO PRINCIPAL & VISE VERSA - THE CONTRACT IS THE LAW
This is not a complaint and is not to be treated as one
[bookmark: _GoBack]On date you were sent a Notice of Administrative Fees, for the sum of £85 by Royal Mail Signed For delivery #AB123456789GB, giving you 21 days to respond and telling you how disappointed i am in having to write to you in the first place. This being due to having waited in all day for your engineer, after having made an appointment for the 14th Feb 2021 and having no one turn up to fix my faulty boiler. Your response was insufficient and because i called your office again on the 21st Feb on 0800 000 300 and was promised a call back the next day, which i never got [error #99], a further £15 is added to your bill for that additional error as agreed in my previous Notice. 
Since you still haven’t sent a cheque, forcing me to write yet another Notice and/or, because you failed to even respond or to prove that i am employed by you in correcting your errors or that i do so for free within the 21 days i gave you, and because i, a man, require fair and just compensation for my time in composing, writing and printing this Notice, walking to the Post Office to post it etc.,we are now in agreement that fees of £35 will and shall be levied for this my second Notice to you as for my first Notice and for every subsequent Notice and/or £15 per letter and/or phone call and/or email made/sent regarding this matter, and since you charge £15 per error to your customers, that further fees of £15 will and shall also be added for any subsequent errors on your part, as already stated in my previous Notice to you mentioned above, and that your non or out of time-response or rebuttal to my requests for proof all constitute your agreement, by tacit acquiescence, to the terms herein. 

Demand herewith, the balance of fees/costs constituting my administrative works for assisting you in correcting your errors £335 + £35 = £370 less the £70 you've already sent me leaves £300. Total fees outstanding at this point being 6x £35=£210 + 2x £15 = £30 
making a grand total of £240/bringing the total fees outstanding to £150

Kindly ensure a cheque is received by me within 14 days of receipt of this Notice.
i trust that [small] claims court action will not be necessary, otherwise fees and costs in accordance with the Litigant in Person Expenses and Costs act 1975 will also be levied.
Yours faithfully, 
First name: Family name - Principal.
Sign/autograph here	  - Settlor

