Fill out all the parts shown in RED with your personal details, then delete this top section in GREEN before sending as this is instructional information to you only.

Subject: Request to investigate reported water usage of 86 litres per day
Dear WATER COMPANY NAME,
Customer number: YOUR ACCOUNT NUMBER GOES HERE
Property: YOUR HOME ADDRESS GOES HERE
Billing period: FROM: DAY, MONTH, YEAR – TO: DAY, MONTH, YEAR
I am writing about my recent bill, which states that the average daily water use at my property was 86 litres. I am concerned that this figure is highly inaccurate.
I live alone and have very low water usage. I bathe only approximately once a week, and my general household water use is limited. In these circumstances, the reported average of 86 litres per day does not appear consistent with my actual usage.
Please could you:
1. Provide the meter readings used to calculate the reported average daily use.
2. Confirm whether each reading was an actual meter reading or an estimate.
3. Check that the meter readings were recorded correctly and attributed to the correct property.
4. Investigate whether the meter may be faulty or whether there could be a leak affecting the readings.
5. Review and correct my bill if the usage has been calculated incorrectly.
Please also let me know how I can carry out a simple leak check and whether you require a current meter reading or a photograph of the meter. I would appreciate it if the disputed usage and charges could be placed under review while this investigation takes place.
Please confirm receipt of this complaint and provide a written explanation of the calculation.
Yours faithfully,
YOUR FULL NAME
Tel: YOUR NUMBER
Email: YOUR@EMAIL.GOES.HERE
Dated: DAY/MONTH/YEAR

Before sending…
Add clear photographs of the current meter reading if possible, and record the meter reading again after several hours (24 hours if you can) when no water has been used. 
Delete this part in GREEN from this letter before you send it.
