Non-receipt of refund - covering letter to the retailer

Dear Sirs, 

VAT Retail Export Scheme

We have received a letter from [insert name] concerning non-receipt of a VAT refund due on goods purchased from your shop.  Details of the purchases are:

[insert date of purchase, description and value of goods etc]

I would be grateful if you would give this your attention and if appropriate reply directly to [insert name].

I should remind you that you must not zero-rate this supply in your records until you have made the refund to your customer.  If we become aware that a refund is not made HM Revenue and Customs can recover the output tax on the supply.  

I have informed your customer that I have written to you asking that you investigate this matter.  

Yours faithfully,
