Sample letter, regarding an insurance complaint, asking Financial Ombudsman Service to intervene. 
                                                                                                         Your Name                                                                                                              
                                                                                                         Address                                                                              
                                                                                                         Date
Trader’s Name
Address
Dear Sir/Madam (or name of person);
Re: (Name of Insurance Company, Policy number and Claim number)
I am in dispute with the above insurance company which I understand is a member of your scheme.
I have been unable to reach an amicable settlement with the insurance company in respect of (describe what your are claiming for) following my claim of the (date).
I am therefore referring the matter to you for investigation to see if you can help resolve this matter.
I enclose copies of all relevant correspondence, and I look forward to hearing from you in due course. 
Yours sincerely/faithfully;
Sign and print your name.
This is only a sample letter to give guidance on what to write. You will need to write the letter out and substitute your own details at the appropriate places shown in bold. Send your letter by recorded delivery and keep a copy.
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