
HOW TO WRITING A LETTER OF COMPLAINT

I am writing to express my dismay at the service at your Eden Hill branch on Saturday 14 January. Complaint letters are
usually written in a formal style.

You should also include your contact so that in the case where they will need to find out more information
about the product you can always be available to give explanations. But the Federal Trade Commission gives
three important reasons to mail complaint letters. Madman then proceeded to present a range of products to me
that I had specifically told his assistant by telephone I was not interested in. After you have written your letter,
it is always good to proof read to correct any grammatical and spelling errors you may have made. Be precise.
I look forward to your reply. If no action is taken towards your complaint what usually follows is a letter of
complaint. I want Thompson and Morgan to rectify my order! Wait patiently for the time limit you had
provided to elapse if no action nor feedback has been given you may follow up to find out. Finally, after your
salutation, you can begin the body of your letter. Would you demand a refund? Identify your self- identifying
yourself is important because the company will be able to know you at a personal level. I would be worried
about getting any future prescriptions at Eden Hill. The date when I placed the order 2. Please contact me at
the address above or by telephone at within the next two weeks. Would you keep the item, even though it is
not what you ordered? Read the paragraph below and fill in the missing words. Go ahead and explain your
complaint giving all the relevant information about the product then state what you expect them to do for you
to be satisfied. Though the kettle looks fine, it leaks when filled with water. When I carefully opened the
package and looked at the clothes and the tags, I realized that this was not what I had ordered. I repeatedly
tried to ask your representative about the products that were of interest to me, but he refused to deal with my
questions. This is because the main function of the customer care is to deal with whatever the issues the
customers may have. The pharmacist apologised and corrected the mistake but I wanted to bring it to your
attention. Madman was one hour late for his appointment and offered nothing by way of apology when he
arrived at noon. I decided to contact the website to make my complaint. Just like any other letter complain
letters have a format to be followed in writing a good letter. Use the correct tone to write a complaint letter-
Avoid being emotional in your letter.


