Date
Your address
Company's address
Dear ___________
{Date/Nature of Order}
I am writing to cancel the above order which I placed with you {include appropriate means of distance communication e.g. over the telephone}.
As the contract was made at a distance, it is governed by the Distance Selling Regulations 2000. Under these regulations I have a cancellation period of seven working days from receipt of the goods.
The goods were delivered to my home yesterday, but when I unpacked them I realised that they were not appropriate for my needs. This is why I am cancelling the contract. Consequently, please return the deposit I paid, and arrange to collect the goods at your earliest convenience.
Unless and until I receive written notice from you about collection and in any event, a refund of my deposit I will keep the contract goods. I will, of course, take reasonable care of them pending collection.
Under the Distance Selling Regulations, notice of cancellation which is posted is deemed effective on the date of posting. I will be posting this letter today, so please treat cancellation as effective from today's date.
I await hearing from you.
Yours,
SAMPLE 2: Holidays
Date
Your address
Company's address
Dear ___________
{Location and Dates of Holiday}
Name in which booking was made
Hotel Name
Resort
Departure Date
Booking Reference Number
I am writing to complain about the above holiday from which I have just returned with my family. It was most disappointing.
I enclose a list of our complaints. The main one was the fact that the (accommodation/facilities) was/were not ___________ as described in the brochure (see enclosed photocopy extract from the brochure). Instead the (accommodation/facilities) was/were ________________
I immediately contacted your representative at the resort, but he/she was unable to resolve the matter. He/she apologised and told me to complain when I got home.
As our holiday was a package, the Package Travel, Package Holidays and Package Tours Regulations 1992 apply to it. Under these regulations you are liable to compensate us for the problems we encountered and for the distress and disappointment we suffered as a result.
If this matter cannot be resolved amicably, I shall send a copy of this letter and enclosures to ABTA (of which I note you are a member). (Also, if, as I suspect, your brochure was misleading, you will have committed a criminal offence under the Trades Description Act 1968. Accordingly, I will report it to the trading standards department of my local authority for investigation).
I await hearing from you.
Yours 
SAMPLE 3: Poor Workmanship
Date
Your address
Company's address
Dear ___________
{Insert job and date}
I am writing to complain about the poor standard of workmanship I received in relation to the above job. As evidence of this I enclose a list of the problems. The work was clearly not carried out with reasonable care and skill (as required by section 13 Supply of Goods and Services Act) and, as such, amounts to a breach of contract.
If you do not put matters right within two weeks (or such other period as we may agree) I shall get another contractor to do it.
I will obtain a few quotations from reputable contractors and if the cost of the cheapest exceeds the balance of the contract price, I shall claim the extra from you by way of damages. 
I will also report the matter to the ___________Association, of which I note you are a member.
I await hearing from you.
Yours
