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Letter of complaint


Colin’s Address

Letter Address

Date

Dear Sirs,
CUSTOMER COMPLAINT
I am writing to complain about the web-hosting service which I purchased from you on 3 Jan this year. 

You are now successfully hosting my site http://www.colincampbell.org, for which many thanks.

However, my contract also allows for an e-mail service. Unfortunately, your security systems are preventing my access to this and I have been unable to read or send e-mails.

My complaint will be resolved if you enable my e-mail facility.
My invoice number is 1234567.

Yours Faithfully

Colin Campbell
1. always use a heading in a business letter 

2. at the start of a sentence use However, not But
3. in a letter of complaint, say what is wrong and what you wish the company to do to resolve your complaint
4. resolve complaint = make it all OK

5. if the letter starts Dear Sirs, it ends Yours Faithfully

6. if the letter starts Dear name, it ends Yours Sincerely
7. for which thank you (or for which many thanks) is a useful and polite expression
8. if this was sent as an e-mail the text would be exactly the same

