Comm11 –Letters02


-Writing a  Complaint Letter

Writing a Complaint Letter

Life is never perfect and chances are you will come across a situation in life that will require you to complain about a service or a product that you purchased.  Often you will find that companies are in the business to make money and will be reluctant to refund your money or fix one of their broken products.  Often products are made in foreign countries and the manufacturer may not have to honor and warranty.  In order to insure that you receive good service and that companies honor their warranties, you need to know how to write a proper complaint letter.

There are two things that you must keep in mind when you write a complaint letter.  First, you MUST use a proper business letter format.  The business letter format is standard the world over and insures a speedy reply.  The company knows exactly who wrote the letter, what the problem was and how to contact the buyer.  The second thing you must remember is to BE POLITE.  A letter that uses profanity or makes overt and aggressive accusations will give the company an excuse to throw the letter away as being a “joke” or a request from an unreliable “lunatic”.  Do not give them the opportunity to dismiss your claims.  Be polite, firm and to the point.  Include all the relevant details and end with a proper salutation.

Your assignment is to create your own formal complaint letter using the format that is outlined below.   You will be marked out of 5 for you ability to create a neat, word-processed, properly formatted complaint letter.  You will also receive another 5 marks for including all the relevant details about your complaint and for outlining what you want the company to do in a polite, but firm manner.

Total: ____/10

Example of a proper complaint letter;

















Mr. B Trickey


C/o A.L. Fortune Sec. School


500 Bass Ave


Enderby, B.C.


V0E 1V2


January 15, 2003





Sony Canada Ltd. Head Office


115 Gordon Baker Road 


Toronto, Ontario 


M2H 3R6








RE: Playstation 2 Warranty





Dear Sir:





I recently purchased your Playstation 2 at a local retail store.  When I opened the box I was disappointed to find that there was no game controller included.  I returned to the retail store from which I purchased the unit and I was referred to you buy the salesman.  I would like your company to send me a controller so that I can use my Playstation.





I have enclosed a copy of my receipt and the address of the retail store from which I purchased the Playstation.  If you would like to contact me you can reach me at the above address, telephone me at (250) 555-5555 or email me at � HYPERLINK mailto:bigbadbill@hotmail.com ��bigbadbill@hotmail.com� .














Yours truly,











Mr. B. Trickey





Always put the date underneath the address





Your full address goes first





Full Address of the person you are sending it to goes second





It is sometimes good to put a “Regarding” sentence, telling the reader what the letter is about





Address the letter to the person personally or use “Dear Sir” or “Dear Ma’am”. Don’t forget the “:”





Keep all of your text on the left hand side margin. DO NOT INDENT





Give yourself 4 or 5 spaces for your signature





ALWAYS use at least TWO paragraphs in a formal letter.  The last paragraph must refer the reader to your return address and offer some sort of alternate contact (such as  a phone number). It is a good idea to enclose a copy of the receipt as well.





Don’t forget to include a detailed description of where your purchased the item and what is wrong with the product, and what you want them to do.  Without this information, the company may not believe your claim and will either ignore your request or will write back asking for more details.








