Master First Name: Family Name
C/O # Of House,
Your Road,
Your Town
Your city
[Your Postcode]
SPECIAL/PRIVATE/CONFIDENTIAL
First name & family name [CEO or MD if no CEO - Trustee]
Name of Company
# of Road,
Wrongdoer’s city 
Wrongdoer’s Postcode
28th February 2021
NOTICE OF DEMAND FOR ADMINISTRATIVE FEES (£__ 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
Dear First name & family name of wrongdoer/CEO. On or around the 2nd of January, i phoned ___ to report a broken boiler or whatever and was told someone/Bob would call me back within 7 days, i received no call back [error #1]. 
So on Tuesday 9th January i phoned head office again on 0330 3330 330 from my mobile, at 18:43 in a call which lasted 8:55 to report they had not called me back and to ask for___, and was told someone would come round to fix my ____ between the hours of __ and __pm. No one turned up [error #2]. 
Continue recounting your story this way and accounting for all errors.
Since i am not employed by you to correct your errors, and i don’t collect a salary from you or work for you on a voluntary basis, unless you can provide prove that i do or that slavery has not been outlawed and that i work for free, i am charging you £35 for having to write this Notice and a further £15 per error and any response other than to provide proof of such or to settle this debt now due will be deemed as insufficient. So £35 will and shall be levied for any more Notices i am forced to write to you in regards to this matter and/or correcting your errors, as will £15 per any future errors and/or emails and/or phone calls i am forced to make/send due to your errors, as i, a woman, require fair and just compensation for my time in composing and writing/printing this Notice, walking to and queuing at the Post Office, postage etc. 
£15 x5 = £75 + £35 = £110. 
Please ensure a cheque for the full amount of £110 is received by me within 21 days to avoid any further Notices and further fees being added, your non-response within this time, or any insufficient response constitutes your agreement to the terms and conditions herein.
i trust we can settle this matter without the need for [small] claims court action, because if not, then fees and costs in accordance with the Litigants in Person Expenses and Costs Act 1975, will and shall also be levied.

Yours faithfully, First name: Family name - Principal.
By: Autograph/signature goes here Settlor
Errors and omissions excepted
Calls may be recorded
Remember to not use Mr, Mrs, Miss, Mss or any other title and don’t write any names in all caps, keep the normal format of Upper case first letter, lower case the rest and colon : to seperate first and last names.
[bookmark: _GoBack]Also write SPECIAL/PRIVATE/CONFIDENTIAL on left of envelope and use Royal Mail signed For in UK, or Recorded Delivery in USA. 

