[Name]
[Street Address]
[City, State, Zip Code]
[Today’s Date]

[Recipient’s Name]
[Recipient’s Title]
[Business/Company]
[Street Address]
[City, State, Zip Code]

Dear [Recipient]:
[Brief introduction paragraph – Describe and introduce the subject matter of the complaint. Include locations, specifics and dates.]

[Detail Your Complaint – Discuss why you are issuing a letter of complaint]

[bookmark: _GoBack][Detail How You Would Like the Matter/Problem Resolved – Specifically detail what you would like to be done to fix the problem. Some examples include repair, reimbursement and replacement] 

[Mention That You Are Including Copies of Important Documents - Detail the specific documents that are included with this letter. Some examples include receipts, serial numbers and warranties.]

[Mention You Look Forward To A Timely Reply - Indicate a reasonable time period. Mention you will wait for their response before pursuing other avenues, such as legal counsel.]

[Provide a Contact Number/Email Address.]

Respectfully Yours,
[Signature]
[Typed Name]
