Dear ___________,

Over the years, my associates have spent many enjoyable hours (not to mention a fair amount of money) at your restaurant. So I was all the more shocked by my incredibly disappointing experience on _(date)_ .

Here’s what happened: ____________________________________. I’m sure you will agree this is not acceptable, especially in a restaurant with this reputation, atmosphere, and cost.

I certainly hope that some kind of staff change or other uncommon occurrence is to blame. Please contact me to explain the circumstances so that I can decide whether to return to your establishment, and if I will continue to recommend it to people I know.

Please contact me as soon as you look into this matter. I would also appreciate receiving some kind of compensation for my trouble; perhaps a free meal. If you have any questions, you can reach me at 555-555-5555.

Sincerely,

Dear _____________,

On Nov. 27, 2009, I purchased a Widget 3000, model #123456, from your store at 456 Main St. in Anytown.

Unfortunately, the product does work as intended. While the Widget starts up fine, it turns itself off after just five or ten minutes of operation. I am disappointed because I have paid for a Widget that is clearly not in working order. Each time it shuts itself down, I have to stop what I am doing and restart it. As I purchased the Widget specifically to save time and effort, this is unacceptable to me.

Please resolve this problem by issuing a full refund. I paid cash for the widget, and thus prefer cash in return. I have enclosed a copy of the receipt.

I am confident that your store stands by its products. Please let me know at your earliest convenience when I may return the faulty Widget and obtain a replacement that's in full working order.

I'm looking forward to your reply and the resolution of this matter. I will wait two weeks before turning to a consumer protection agency or the Better Business Bureau. Please contact me at the above street address or email, or by phone at 555-555-5555.

Sincerely,
Dear ___________, 

I was appalled by a recent encounter with one of your employees – someone whom I hope is not representative of your company as a whole. When you hear what transpired, I am sure you will agree.

When I visited your Anytown location to return a widget I had purchased, I brought along the receipt and the widget, in its original packaging. My intent was to return it for cash, in accordance with your store's policy. I approached the counter with the widget in a bag and presented my receipt to an employee whose name tag read "Jacob." Jacob grunted and abruptly grabbed the receipt out of my hand and left the counter area with no explanation. I soon observed that he had begun to help another customer in the store aisles.

When Jacob returned to the counter, at least five minutes later, he asked if he could help me. I reminded him that I had a return, and that I had already given him my receipt. Imagine my shock when he not only insisted I never gave him a receipt, he loudly accused me of trying to "rip off" the store by returning a widget purchased from a competitor. He actually called me a liar in front of at least two other customers.

I was mortified, and I am embarrassed to say that I was so dumbfounded by Jacob's rude behavior that I then left the store. I find it hard to believe that you would knowingly employ such a forgetful, abrasive, and unprofessional clerk.

I have no idea what has happened to my receipt, but I expect to complete my return for cash. I also would like an apology for how I was treated. Please let me know when I should come back to the store so things can be set right. I look forward to hearing from you within the next week.

Sincerely,

Dear __________,

This letter is intended to form a written letter following up repeated verbal complaints I have made in person at the property management office. The situation at Awful Apartments has become intolerable.

I have on at least 10 occasions spoken to my neighbor in Apt. 3D, Mrs. Hubbard, about the excessive noise of her unruly children.

Having two kids myself, I know very well that children do make noise, and that sounds carry, especially in closely-situated apartments with walls as thin as ours. However, Mrs. Hubbard’s brood is disruptive above and beyond what is normally expected of children.

Mrs. Hubbard is unresponsive to my concerns, simply shrugging and saying, “You know how kids can be.” Just last night, I was awakened at 1 a.m. by screaming children, one of whom kicked the wall adjacent my bedroom for at least 20 minutes. When, in frustration, I finally pounded on the wall, all I got in return was an, “Ah, shut up” from Mrs. Hubbard.

When I attempted to make your staff aware of this issue, I was simply told to “work it out” with my neighbor. Such advice is not helpful at this point, as my attempts to do so have been futile. Excessive, round-the-clock noise is unacceptable, and, according to the terms of our leases, grounds for eviction. I request that you remind Mrs. Hubbard of the terms of the lease and take steps to ensure reasonable compliance with the noise restrictions.

I have been polite and patient, but my patience has worn thin. I’m sure you are aware of the city’s noise ordinance (MU 50.15.2001). I hope that I will not have to get code enforcement involved in this matter.

Please let me know if you would like more information, as I have kept a detailed record of my contact with Mrs. Hubbard as well as the most significant disruptive incidents.

Sincerely,
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