
Sample letter complaining about a poor service generally
                                                                                                               

                                                                                                         Your Name                                                                                                                     
                                                                                                         Address                                                                                                                   
                                                                                                         Date

Trader’s Name
Address


Dear Sir/Madam (or name of person);

Re: (Invoice/Contract number, Service involved e.g. shoe repair, dry cleaner etc.)

I write further to my recent discussion with (you or name of person) regarding the above matter.

On the (date) I contracted with your firm to carry out the above service at a cost of £... .

However, on inspecting the (e.g. shoes, jacket etc) I noticed the following faults (describe faults). I reported these faults to you on the (date).

Describe what firm did or said they would do.

Implied into our contract under the Supply of Goods and Services Act 1982 
(As amended) are certain statutory rights. I have the right to expect that you carry out (the repair/service etc.) with reasonable care and skill. The above mentioned faults indicate you in breach of this obligation and hence in breach of contract.

I would therefore ask you look into my complaint with a view to (e.g. repairing/replacing/providing compensation to replace them item etc).

I look forward to receiving your proposals to resolve this matter within the next 14 days.

Yours sincerely/faithfully;

Sign and print your name.

This is only a sample letter to give guidance on what to write. You will need to write the letter out and substitute your own details at the appropriate places shown in bold. Send your letter by recorded delivery and keep a copy.
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