Notes by your teacher at http://www.talkingpeople.net


LETTER WRITING: COMPLAINT LETTERSPRIVATE 



Here is some information from the Department of Justice, New Hampshire, the USA:

A complaint letter is important because it: 

· puts your complaint on record with the company; 

· helps preserve any legal rights you may have in the situation; 

· ensures that the company knows your side of the story; 

· helps to get government agencies involved in your case, if it becomes necessary, and can alert the agencies to any questionable business practices that the company may have; 

· can lay the foundation for any future legal case and help you in drafting later letters, if you need to write more than one; and 

· lets the company know you are serious about pursuing your complaint (some businesses may ignore your complaint unless they see something in writing). 

What to Say 

There are some important points to cover in writing your letter: 

· Include your name, address and phone numbers at home and work. 

· If it is not possible to type your letter, be sure your handwriting is easy to read. 

· Make your letter brief and to the point. The letter should contain all the important facts about your purchase. First describe your purchase including any information you can give about the product or service such as serial or model numbers or specific type of service. Be sure to include the date you made your purchase and location of the store, if appropriate. 

· State what you feel should be done about the problem and how long you are willing to wait to get the problem resolved. Make sure that you are reasonable in requesting a specific action. 

· Include copies of any documents regarding your problem, such as receipts, warranties, repair orders, contracts and so forth. 

· Be reasonable, not angry or threatening, in your letter. Remember, the person reading your letter may not be directly responsible for your problem, and can possibly help resolve it. 

· Finally, keep copies of your complaint letter and all related documents for your own records and you may want to send a copy of the letter to the Consumer Protection & Antitrust Bureau (33 Capital St., Concord, NH 03301). 

· If you are unsuccessful in getting your complaints resolved directly with the company and must contact other sources for assistance, refer to your letter. Remember that if you have to contact other sources such as the New Hampshire Consumer Protection & Antitrust Bureau, the Better Business Bureau, or a trade association, be sure to give information about what you have done thus far to get your complaint resolved. 

Here are some links for you to check out:

Consumers' Rights

The Office of Fair Trading, UK government, offers relevant information on Consumers' Rights When Shopping: making a complaint http://www.oft.gov.uk/consumer/your+rights+when+shopping/your+rights+complaint.htm


Examples of complaints

http://complaintbook.com: complaints on different services + Filing an on-line complaint


A sample letter follows. 

  

SAMPLE COMPLAINT LETTER

Your Street Address

Your City, State, ZIP code

Date

Name of Contact Person, or Consumer Complaint Division [if no contact person]

Title of contact person, if known

Company Name

Street Address

City, State, ZIP Code

Dear / To whom it may concern: 

RE: account number, if applicable
On date, I bought, leased, rented, or had repaired a name of the product with serial or model number or service performed at location, date and other important details of the transaction. 

Unfortunately, your product or service has not performed well or service was inadequate because state the problem. I am disappointed because explain the problem. [For example, the product does not work properly, the service was not performed correctly, I was billed the wrong amount, something was not disclosed clearly or was misrepresented, etc.]
To resolve the problem, I would appreciate you state the specific action you want - money back, charge card credit, repair, exchange, etc. Enclosed are copies of my records include receipts, guarantees, warranties, canceled checks, contracts, etc. 

I look forward to your reply and a resolution to my problem, and will wait until set a time limit before seeking help from the New Hampshire Consumer Protection & Antitrust Bureau or the Better Business Bureau. Please contact me at the above address or by phone at home and/or office numbers with area code. 

Sincerely, 

Your Signature 

Your name, printed
Enclosure(s) cc: 

Write several complaint letters. Include a funny one!

