
COMPLAINT LETTER

,  

,  

Dear :

Re:  
I am writing to inform you that on  I purchased   (the ) from your company.  The  has failed to live up to expectations and, unfortunately, it is necessary that I write this letter of complaint to you.     
Specifically, the  failed to meet my expectations as follows: .

To resolve my complaint, I demand that your company do the following: 

I am confident that you will find my demands reasonable in light of the nature of the issues identified herein.  

I am seeking resolution to this matter and I look forward to your response.

Kindly send your written response to my demand to me at the address identified herein.  Should you wish to discuss this matter further, kindly contact me at .  However, please note, I will not discuss this matter over the telephone without first receiving a written confirmation from your company of your receipt of this letter of complaint.  Kindly send the written confirmation on company letterhead to the address identified herein.

Thank you for your immediate attention to this matter.

Cordially,

____________________________________
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