For info on your consumer rights when things go wrong with services, read [relevant page]

Dear
On [date] I [ordered/arranged for] [details of service].
It should have been [provided/carried out] [select one of the following]
· by [date/dates/during the period of X], as agreed
OR
· within a reasonable time, under the Consumer Rights Act 2022.
It has not yet been provided.
[Select one of the following options]
· Please arrange for this service to be supplied by [new date], which I feel is an appropriate additional period in my circumstances. If you cannot or will not deliver by this date, I may choose to terminate my service contract.
OR

· When I requested the service, I informed you that supply of the service was essential by [insert date]. As the service was not supplied by [date/dates/during the period I agreed with you], I am terminating the service contract due to non-delivery. Under consumer law, I am entitled to a refund within 14 days. 

You can contact me at [phone number / email address / home address]. I would appreciate a prompt response.
You can find further information on consumer law in relation to services on the website of the Competition and Consumer Protection Commission (ccpc.ie). 
I look forward to hearing from you.
Yours sincerely,
[name]
[account number if relevant]
[a complaint reference if you were previously given one]
If you send your complaint by post, be sure to date your letter and include a copy of the receipt or other proof of payment, not the original. 

