LETTER OF COMPLAINT

Read this model composition and pay attention to its structure and its formal language. 
 






67 Front Street






London, England 






March 26, 2007
 
Marketing manager
CompuQual, Inc.
16 Monitor Lane
London, England
 
Dear Sir,
 
I wish to complain about a computer I purchased from your store last week.  I've only had it for three days, and it has already stopped functioning.  
When I turned on the computer, the CPU went on but the image on the monitor was very unclear.  I have tried to return it for a refund several times, but you have refused each time.  I do not want a new monitor for the following two reasons:
 
First, you informed me that you do not have the same monitor in stock now, and I

need that one for my job.  This delay already has cost me three days of work.  
Second, I can get the monitor I need at another store, but I need my refund from you

To pay for it.  
 
Please look into this matter, and send me a refund.  I look forward to hearing from you in the near future.
 
Faithfully yours,
Shirley Nudge
Remember! 

· Include your address and date + the addressee and company’s address

· Make sure you give all the details relevant to your complaint. Then suggest the course of action you wish to be taken.

· Be firm but polite!
                                                            67 Oxford Street






Boston, Massachusetts. 






March 26, 2007
 
Company name
16 Monitor Lane
Boston, Massachusetts 12345
 
Dear Sir,
 
I wish to complain about a _____________ I purchased from your store last week.  I've only had it for three days, and I am dissatisfied with it.  
First, ________________________________________________________________
____________________________________________________________________.
 
Second, _____________________________________________________________ 

___________________________________________________________________.  
 
Please look into this matter, and send me a refund as soon as possible.  I look forward to hearing from you in the near future.





Sincerely yours,






John Smith

Introduction

Paragraph 1: Appropriate opening remarks. State the purpose of the letter and give enough detail for the reader to understand the correct nature of the complaint.

Main Body

Paragraph 2 &3: Give all the detail(s) of the complaint. Make sure you include all necessary dates, times. People involved, the inconvenience you faced, etc.

Conclusion: 
Paragraph 4: State what you would like to be done about the matter. Suggested action to be taken. Appropriate closing remarks.

Useful Language for Letters of Complaint

Opening Remarks: (mild) I am writing to complain about / regarding / on as account of / on the subject of …/ I am writing to draw your attention to… / I am writing in connection with…etc.

(strong) I was appalled at / I want to express my strong dissatisfaction with / I feel I  must protest / complain about…etc. 

Closing Remarks: (mild) I hope / assume you will replace / I trust the situation will improve / I hope the matter will be resolved / I hope the matter can be sorted out …, etc.

                             (strong) I insist you replace the item at once / I demand a full refund / I hope that I will not be forced to take further action, etc.
