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Introduction
Request letter is one of the most commonly written letters. Under such a letter the address or the information of the sender precedes the address of the receiver. The letter is written for a particular type of service requirement. In the under mentioned letter the sender requests for replacement of his order due to damaged product delivery.
Request Letter Format Tips
Here are some of the helpful tips to write a request letter:
· The address of sender should precede the address of receiver.
· Should have a clear and cryptic subject line.
· Should clearly give out the reason for writing the letter.
· Letter must be correctly addressed to the person who can take action on the request
· Should be politely worded and should suggest a course of action.
· 

Sample Request Letter Format
From, 
__________ 
__________
__________
__________
										
Date: _____ (Date on Which Letter is Written)
To, 
__________ 
__________ 
__________
__________
Subject:  Request for Replacement of Order
Dear Sir,
It had placed an online order for a LED TV through your website. On receipt of the same I was not allowed to open and check the contents by the courier delivery person. Soon thereafter I opened the package and found that the TV has a broken edge which looks quite awkward and makes the LED unusable.
In view of the above I would request that a replacement for the same is made at the earliest. I have full faith in your company and have been your customer for the past few years. I would appreciate if the LED is replaced at the earliest.
Thanking You
Yours truly,
Name and Signature


Request Letter Format Template
From, 
__________ 
__________
__________
__________
										
Date: _____ (Date on Which Letter is Written)
To, 
__________ 
__________ 
__________
__________
Subject:  Request for Replacement of Order
Dear Sir/Madam,
It had placed an online order for………………. (name of product and order number) through your website. On receipt of the same I was not allowed to open and check the contents by the courier delivery person. Soon thereafter I opened the package and found that ……………………………………………………… (nature of complaint) and makes the product unusable.
In view of the above I would request that a replacement for the same is made at the earliest. I have full faith in your company and have been your customer for the past few years. I would appreciate if the …………………….. (name of product) is replaced at the earliest.
Thanking You
Yours truly,
Name and Signature


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
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