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Kitzingen Law Center





Legal Assistance Information





Writing a Consumer Complaint Letter 





WHERE TO WRITE.  If the person or company that sold you the product or service is out of town, you will need to write a letter to pursue your complaint.  If you do not have the name of the manufacturer of the product, check your local library for Thomas Register.  It lists the manufacturers of many products.





WHAT TO WRITE.





    a.  Include your name, address and home and work phone numbers.





    b.  Type your letter if possible; if it is handwritten, be sure it is neat and easy to read.





    c.  Keep your letter brief and to the point.  Include the important facts about your purchase including the date and place of your purchase, and any information you can give about the product or service such as serial or model number or specific type of service.





    d.  State exactly what you want done about the problem and how long you are willing to wait to get it resolved.  Be reasonable.





    e.  Include all documents regarding your problem.  Be sure to send copies.





    f.  The person responding to your letter may not be responsible for the problem, and could be the lifeline in resolving it.  Avoid writing an angry, cynical, or threatening letter.





    g.  Keep a copy of the letter for your records.





    h.  The following sample letter will be helpful in writing to the company.  If you need to write a letter to a Better Business Bureau, trade association, or other office of assistance, give them information about what you have done to get your complaint resolved.





TRY TO HANDLE IT YOURSELF.





In today's marketplace, you should expect quality products and services.  If something goes wrong, you should let the company have an opportunity to resolve the problem.  This is the quickest way to get your complaint resolved and it affords the company a chance to keep you as a satisfied customer. 





WE RECOMMEND THE FOLLOWING STEPS IN HANDLING YOUR OWN COMPLAINT:





     IDENTIFY PROBLEM.  When identifying the problem, state what you have done to resolve it and what you believe will be a fair settlement.  Do you want your money back?  Would you like the product repaired?  Will you settle for an exchange?





     GATHER DOCUMENTATION.  Gather documentation regarding your complaint.  Sales receipts, repair orders, warranties, canceled checks, or contracts will back up your complaint and help the company solve your problem.





     GO TO WHERE YOU MADE YOUR PURCHASE.  Contact the person who sold you the item or gave you service.  Calmly explain the problem you have and what action you want taken.  If that person cannot assist you, speak to a supervisor or manager.   A big percentage of problems can be resolved easily.  Be sure to give them time to resolve your problem before going to another source for assistance.





     DO NOT GIVE UP.  If you are not happy with the response, do not give up. You can always write a letter to the company's headquarters. 


SAMPLE LETTER





               DATE


RETURN ADDRESS�








FORWARDING ADDRESS                  














RE:





DEAR SIR OR MADAM:





(THE FIRST PARAGRAPH YOU NEED TO BRIEFLY EXPLAIN THE NATURE AND�PROBLEM IN 10 SENTENCES OR LESS)




















THANK YOU FOR YOUR PROMPT ASSISTANCE AND COOPERATION.  PLEASE �FORWARD YOUR RESPONSE TO (MAILING ADDRESS).





CORDIALLY,














YOUR NAME�











                      If you have any further questions regarding writing complaint letters, please contact your Legal Assistance Office in Kitzingen at 355-8672/8825 or Wuerzburg at 350-6255.

















                     


