[Your Name]
[Your Address Line 1]
[Your Address Line 2]
[Your City]
[Your Postcode]

[Today’s Date]

[Company Name / Defendant Name]
[Company Address Line 1]
[Company Address Line 2]
[Company City]
[Company Postcode]

SENT BY RECORDED DELIVERY AND EMAIL

LETTER BEFORE ACTION

Dear Sir/Madam,

Re: Formal Notice of Intended Court Proceedings
Account/Reference: [Reference Number]

This letter constitutes a formal Letter Before Action in accordance with the Practice Direction on Pre-Action Conduct and Protocols (Civil Procedure Rules). Please treat this letter with the utmost seriousness.
The Parties
Claimant: [Your Full Legal Name], of [Your Full Address]
Defendant: [Company Full Legal Name], of [Company Registered Address]
Summary of the Claim
This claim arises from [brief factual summary, e.g. “the supply of faulty goods”, “a breach of contract for services”, “a failure to provide a refund”]. Full details are set out below.
Background and Facts
1. On [Date of Purchase/Contract], I [purchased/contracted for] [Product/Service Description] from you for the sum of [Amount Paid].
2. [Describe the problem factually and chronologically. Include key dates, what happened, and what the impact was.]
3. On [Date of Initial Complaint], I raised a formal complaint with you regarding this matter.
4. [Describe the company’s response or lack thereof. Include dates of any follow-up correspondence.]
5. Despite reasonable attempts to resolve this matter, you have failed to provide an adequate remedy.
Legal Basis for the Claim
I contend that you are in breach of:
• Consumer Rights Act 2015, Section 9 (satisfactory quality) and/or Section 10 (fitness for purpose) and/or Section 11 (as described) and/or Section 49 (reasonable care and skill for services);
• [Any additional legislation relevant to your claim, e.g. Consumer Credit Act 1974 Section 75, Supply of Goods and Services Act 1982];
• [If applicable: the express terms of the contract dated [date], specifically [term breached]];
• [If applicable: the Pre-Action Protocol for Debt Claims].
The Remedy Sought
I am claiming the following:
[Principal amount / refund]: [Amount]
[Consequential losses, if any]: [Amount]
[Distress and inconvenience, if claiming]: [Amount]
Total claimed: [Total Amount]

In addition to the above, I will seek: court fees; interest at the statutory rate of 8% per annum under the County Courts Act 1984, Section 69, from [date the cause of action arose] to the date of judgment; and any other relief the court sees fit to award.
What You Must Do
You must, within 14 calendar days of the date of this letter (by [Date + 14 Days]):
1. Settle this claim in full by paying the sum of [Total Amount] to me; or
2. Provide a full written response setting out which parts of my claim you accept and which you dispute, and your reasons for any dispute; or
3. Propose an alternative means of resolving this dispute, such as mediation.
If You Do Not Respond
If I do not receive a satisfactory response within 14 days, I will issue proceedings in the County Court without further notice. I will rely on this letter and your failure to respond as evidence that you have not engaged with the Pre-Action Protocol.
I would draw your attention to Paragraph 16 of the Practice Direction on Pre-Action Conduct, which states that the court may impose cost sanctions on a party that has failed to comply with a pre-action protocol.
Proposed Alternative Dispute Resolution
In accordance with the Pre-Action Protocol, I am willing to consider mediation or other forms of alternative dispute resolution (ADR) as an alternative to court proceedings. If you wish to propose ADR, please do so within the 14-day response period.
I trust you will give this matter your immediate and serious attention.

Yours faithfully,


[Your Name]
