
                                                                                        Address 
of the central ticket office Goes Here 
 Your Address Here
Your reference number
********
Dear Sir/Madam,
In 
response to your letter dated the {date of letter}, 
I do not intend to comply with your request for information with regard to 
the above reference number. In your previous letter which I did not receive, 
you did not state the date. I have no knowledge of the offence up until this 
correspondence I received on the {date letter 
receiver}.I understand the alleged offence of being excess speed 
recorded in, {Location} on
{date of offence}). However as highlighted 
you have not complied with the law below.  I believe no further action is 
required on my part in the stated offence, unless the central ticket office 
can provide written evidence that correspondence was sent within the 
fourteen day period.
1.—(1) Subject to 
section 2 of this Act, where a person is prosecuted for an offence to which 
this section applies, he is not to be convicted unless—
(a) he was warned at the time the offence was committed that the question of 
prosecuting him for some one or other of the offences to which this section 
applies would be taken into consideration, or

(b) within fourteen days of the commission of the offence a summons (or, in 
Scotland, a complaint) for the offence was served on him, or

(c) within fourteen days of the commission of the offence a notice of the 
intended prosecution specifying the nature of the alleged offence and the 
time and place where it is alleged to have been committed, was— 

(I) in the case of an offence under section 28 or 29 of the [1988 c. 52 
.] Road Traffic Act 1988 (cycling offences), served on him,

(ii) in the case of any other offence, served on him or on the person, if 
any, registered as the keeper of the vehicle at the time of the commission 
of the offence.

(2) A notice shall be deemed for the purposes of subsection (1)(c) above 
to have been served on a person if it was sent by registered post or 
recorded delivery service addressed to him at his last known address, 
notwithstanding that the notice was returned as undelivered or was for any 
other reason not received by him.
Yours sincerely
