Template letter to bank in the event of a Direct Debit being deducted on the wrong date or for the wrong amount

Name

Address 1

Address 2

Address 3

Address 4

Postcode

Date

Dear Sir,

Account number: 

Sort Code:

Company Name:  [name of organisation taking the Direct Debit] 

Reference: [Insert the Direct Debit reference from your bank statement]

Amount: [Insert amount deducted]

Date: [Insert date amount debited]

The Direct Debit detailed above, has been deducted from my account *on a date other than that agreed with the organisation / *for an amount other than that agreed with the organisation.

Under the terms of the Direct Debit Guarantee, please re-credit my account accordingly and confirm in writing once you have done so.  

I have copied this letter to [insert organisation name] for their information.
Yours faithfully,

[signature]

Cc [insert organisation name]

*(delete as applicable). 
