Company Billing Error

Your address

Date
Company address

Dear (Contact Person or Customer Service Manager),
 Re. (Account number) 
I write in relation to a letter/and bill I have received dated (date) in relation to the above mentioned account.  This letter advises that due to (state company wording such as: an error; an administration error; an oversight; a mistake) by (name company) my account has been billed incorrectly for (period of time such as; 6 months; 2 years).  This has resulted in a bill for (bill amount).

If relevant: In an effort to resolve this matter satisfactorily I spoke with (name contact at company) on (date of call) and was unable to achieve a satisfactory outcome).

In order to address my concerns and resolve this matter to my satisfaction I would like (state desired outcome such as: apology, suitable repayment plan and financial goodwill gesture (£ amount); apology and installation of a pay as you go meter)

I will expect a response within 10 working days before I will consider involving a third party to help me achieve a satisfactory resolution.

Should you wish to contact me further (preferred type of contact such as: please email me on (email address) please call me on (telephone number))

Yours sincerely

