
Template letter ECC: Accommodation booking cancelled due to the corona virus, sending reminder to refund. Ask your money back!
This is a template letter of the European Consumer Centre. This letter serves as guidance and can be easily adapted to reflect your personal situation. This is your own responsibility.
Send the letter by email and if necessary, registered by post. Keep a copy for your records.
[YOUR NAME







REGISTERED LETTER
YOUR ADDRESS LINE 1
YOUR ADDRESS LINE 2

YOUR ADDRESS LINE 3]

[DATE & PLACE OF WRITING]
[HOTEL / COMPANY NAME 
COMPANY ADDRESS LINE 1
COMPANY ADDRESS LINE 2

COMPANY ADDRESS LINE 3]

Subject:
Booking cancellation, refund request
Ref:

Booking Number/Code [TAKE FROM BOOKING CONFIRMATION]



Invoice Number [TAKE FROM INVOICE IF YOU RECEIVED ONE]
Dear Sir/Madam,

On the [DATE OF BOOKING] I booked accommodation at your venue starting from [DATE OF ARRIVAL] for the duration of [NUMBER OF NIGHTS] nights.

Refusal of voucher
In the event of the cancellation due to the corona virus, I was offered a voucher.

On [DATE OF SENDING YOUR REFUSAL MESSAGE] I indicated that I do not want to make use of this offer and requested for a refund of the advance payment. To date, I have not received a refund.
Please reimburse me the full amount of € [PAID AMOUNT] already paid by me and confirm that invoice no° [INVOICE NUMBER] was cancelled. I would appreciate your prompt response but request a reply to be provided within 28 days of receipt of this letter as well as the refund to be made to the following bank account:
Account Holder: [ACCOUNT HOLDER NAME], IBAN: [IBAN], BIC: [BIC], [NAME OF BANK]
If my request does not result in payment of the above-mentioned compensation amount, I will submit my complaint to the relevant supervisory authority and will take legal action if necessary.


Yours faithfully [NAME AND SIGNATURE] 

Attachments:  
· Copy of booking confirmation
· Copy of bank payment transaction

