Consumer Complaint Letter
Free complaint-letter template and a filled example from all-docs.net. No signup. Name one remedy and a calendar date, send copies rather than originals, and send it by certified mail with return receipt so you can prove it arrived.
Filled example
Marcus Bell
412 Fillmore Street, Denver, CO 80206
marcus.bell@example.com  |  (303) 555-0164

25 July 2026

Customer Relations
Northline Appliances
2100 Commerce Drive, Columbus, OH 43215

Re: Dishwasher model ND-450, serial 8837-2291, order 77-40912

Dear Customer Relations,

I am writing about a Northline ND-450 dishwasher I bought on 3 February 2026 from Front Range Home, Denver, for $429.99. It is under your two-year warranty.

The machine stopped draining on 14 April. Your service partner attended on 22 April (job 5512) and replaced the pump. It failed the same way on 2 June. A second technician attended on 9 June (job 6018), found the same fault, and told me the part was on back order. I have heard nothing since, and the machine has now been unusable for seven weeks.

I have given your service network two attempts to repair it. I am asking for a replacement unit or a full refund of $429.99, whichever you prefer, within 14 days of the date of this letter. I can make the machine available for collection any weekday.

I have enclosed copies of the receipt, the warranty, and both service reports. Please confirm in writing which remedy you are providing and the date it will happen. You can reach me at the phone number or email above.

Sincerely,
Marcus Bell

Enclosures: receipt, warranty, service reports 5512 and 6018
Template
[Your Name]
[Address]
[Email]  |  [Phone]

[Date]

[Customer Relations / named person]
[Company]
[Company address]

Re: [Product or service, model and serial number, account or order number]

Dear [Customer Relations / Mr./Ms. Surname],

[What you bought, when, where, and for how much. Note the warranty or contract if one applies.]

[What went wrong, in date order. Then what you already did about it: calls, visits, repair attempts, reference numbers, and what you were told.]

[What you want: the specific remedy and amount, within a stated number of days of this letter. Add anything you will do, such as making the item available for collection.]

[Say what you have enclosed, and ask for written confirmation of the remedy and the date.]

Sincerely,
[Signature]
[Your Name]

Enclosures: [copies of receipt, warranty, reports]

If the company does not reply by your date, escalate by problem type: the card issuer for a wrong charge, the CFPB for a financial product, ReportFraud.ftc.gov for a deceptive practice, your state attorney general for most other consumer problems, and small claims court if the amount justifies it.
Names, addresses, phone numbers and email addresses in the examples above are fictional. Replace every one of them with your own before you send anything.
Free template from all-docs.net/formal-letter/how-to-write-a-complaint-letter/
