Complaints and Compliance officer 
{Providername}
{ProviderAddress1}
{ProviderAddress2}
{ProviderAddress3}
{ProviderAddress4}
{ProviderPostcode}
LetterDate;  
(Enter your full name, address and postcode)
Agreement No: 

Dear Sir/Madam
Re: Request for information in respect of Regulated Credit Agreement
I instruct you the creditor to supply me/us with a copy of the above Regulated Credit Agreement (if any), including any document referred to therein and statement of account under the legislation contained within Section 77 and 78 of the Consumer Credit Act 1974. 
I enclose the statutory fee of £1.00 as required per this request. Failure to comply with this request is a criminal offence under the Consumer Credit Act of 1974. Under 189 of the Consumer Credit Act 1974 you are obliged to provide these documents whether you are the original creditor or not. 
If you the creditor under an agreement fail to comply with this request within 12 days you will be in default and as a consequence not entitled to enforce the agreement and where the default continues for one month you the creditor commits an offence. 
Yours Faithfully
 
 
(Sign Name)

(Print Name)

