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Introduction 

A Customer Complaint Letter is a letter written by an irate customer to the concerned authorities for 

sale of defective piece to him/her or for an act of gross negligence and delivery of a wrong item 

despite making payment for the item intended. The customer uses this letter to express shock at the 

negligence by the staff in a store of high repute and asks for the concerned authority to investigate 

and deliver the correct item. 

Customer Complaint Letter Tips 

• Start by mentioning date of visit, item intended for purchase and name of staff who 

attended to you. 

• Specify item selected and mention if payment was made. 

• Specify whether item delivered was wrong or defective. 

• Mention that you are enclosing copy of the payment-receipt and end by asking concerned 

authority to investigate, and deliver correct item. 
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Sample Customer Complaint Letter 

From 

Mike Mathew 

346, Camac Street 

Texas. 

To 

Jonathan Jones 

Branch Manager 

Wilson Collections 

Downtown Mall 

Texas 

12September2013 

      

Dear Sir, 

I had visited your showroom yesterday; 11September2013 with my wife for purchasing a Ladies Golf-

Set. We were attended to by your staff-member; James who showed us many sets with patience and 

enthusiasm. We settled for a Wilman-set and made a payment of $920 through credit-card. 

She wanted to play with this new set; her anniversary gift today since it happens to be our 

anniversary. But, we were shocked to find that a wrong set was delivered to us due to gross 

negligence by your billing/delivery-team. 

I request you to look into this matter and deliver the correct set to my residence at the above-

mentioned address at the earliest. I am enclosing a copy of the receipt of our payment. 

Thanking You, 

Yours Sincerely 

Mike 
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Customer Complaint Letter Template 

From 

__________ (your name) 

__________  

__________ 

__________ (your address) 

To 

__________ (name of recipient) 

__________ (designation) 

__________ (name of organization) 

__________ (address) 

__________  

__________  

__________ (date of writing letter) 

      

Dear Sir, 

I had visited your showroom on ….(mention date of visit) for purchasing ….(mention item intended for 

purchase). We were attended to by …(mention name of salesperson) . We settled for …(name the 

item) and made payment for the same. 
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We were shocked to find ….(mention if item was defective /wrong ) delivered to us due to gross 

negligence by your staff. 

I request you to look into this matter and deliver the correct item to my residence at the above-

mentioned address at the earliest. I am enclosing a copy of the receipt of our payment. 

Thanking You, 

Yours Sincerely 

__________ (your name) 
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Disclaimer 

 
The author and publisher of this Ebook and the accompanying materials have used their best efforts in preparing this Ebook. The author and publisher 

make no representation or warranties with respect to the accuracy, applicability, fitness, or completeness of the contents of this Ebook. The information 

contained in this Ebook is strictly for educational purposes. Therefore, if you wish to apply ideas contained in this Ebook, you are taking full responsibility 

for your actions. 

The author and publisher disclaim any warranties (express or implied), merchantability, or fitness for any particular purpose. The author and publisher 

shall in no event be held liable to any party for any direct, indirect, punitive, special, incidental or other consequential damages arising directly or 

indirectly from any use of this material, which is provided “as is”, and without warranties. 

The author and publisher do not warrant the performance, effectiveness or applicability of any sites listed or linked to in this Ebook. 

All links are for information purposes only and are not warranted for content, accuracy or any other implied or explicit purpose. 

No part of this may be copied, sold, or used in any way other than what is outlined within this Ebook under any circumstances without express 

permission from www.letters.org 


