Dear Sirs

I refer to my letter dated…….. a copy of which is attached for your ease of reference.

I am surprised that I have received no response from you and it is for this reason that I am now sending this letter to you by recorded delivery.

I have taken legal advice and have been told  that this matter should not still be outstanding. It is after all three ( ??) months now since I gave to my solicitor as a result of your demands the sum of £ 300 by way of retention in the event that any outstanding service charges became due in the interim. All I am asking is that you confirm that no such have occurred so that my solicitor may release this sum of £ 300.00 to me forthwith. I have spoken to him, needless to say, on several occasions, and he assures me that he cannot release these monies without your written confirmation.

I look forward to hearing from you shortly  so that this matter may now be concluded and I am not forced to take action against you .

Thank you for your assistance.

Yours sincerely

