[Your organisation]
[Address]
[Date]
[Supplier name]
Customer services / Account manager
Request for half-hourly electricity consumption data
Account number: [account number]
Dear Sir or Madam,
Please send us the half-hourly electricity consumption data for the meters listed below, for the period from [start date] to [end date], or for as much of the last three years as you hold.
For each meter, please provide:
• consumption in kWh for every half hour;
• one file per meter, in Excel or CSV format;
• ideally one row per day with 48 half-hourly columns, though one row per reading with its date and time is also fine.
Meters (MPAN, the 13-digit supply number on our bills):
[MPAN 1] – [site name]
[MPAN 2] – [site name]
If any of these meters is not read half-hourly, please let us know, along with the readings you do hold.
Please send the files to [email address]. If you need anything further to process this request, contact [name] on [phone number].
Yours faithfully,
[Name]
[Job title]




