FCA Public

FCA Public

[Your full name]
[Your address]
[Postcode]
[Email address]
[Telephone number]
[Date]

[Name of claims management company or law firm]
[Address]
[Postcode]
Formal complaint 
To whom it may concern,
I am writing to make a formal complaint against [name of firm]. My complaint is that you:
· [Briefly explain what went wrong or wasn’t done properly, for example: signed me up without my consent, did not give me all the necessary information before I signed up, signed me up without confirming if I was already represented, are charging an unreasonable cancellation fee not commensurate to the work carried out].
· [Refer to any documents, calls, or emails that support your complaint]. 
· [You can also ask the firm to provide evidence, for example, that you consented to signing up, if you don't agree that you did.]
To resolve this complaint, I would like you to [set out what you want them to do, for example apologise, explain what went wrong and what they will do, refund or reduce fees, let you exit the contract free of charge, or pay compensation where appropriate].
Please treat this as a formal complaint and send me your written response in line with your complaints procedure. If I do not receive a satisfactory response within 8 weeks, I may consider taking the complaint to the appropriate Ombudsman.
I look forward to hearing from you. 
Yours sincerely,
[Your signature if sending by post]
[Your full name]

