Kim Sprecher
E7814 Elm Road
Plain, WI 53577
(608) 544-2132 
April 3, 2000

Amazon Book Orders
321 Main Street
Hanson, MA 21345 
Dear Sir or Madam: 
On April 1, 2000 I received a book entitled, "How To Write A Complaint Letter" by author Kimberly Sprecher. I believe I was shipped this book in error as I had ordered the book "How To Write A Love Letter" by author Kimberly Sprecher on March 15, 2000 and to date I have not received the book. I am returning this book and including my postage receipt. Please credit my account the amount of the postage and send me the book I had originally ordered entitled "How To Write A Love Letter" by Kimberly Sprecher, product-number 011011. 
Thank you for your time in this matter.  I look forward to hearing from you soon. 
Yours Truly, 
Kimberly Sprecher 
Kimberly Sprecher 
 
The "when" in this example is April 1 2000. The "what" is the situation of the shipping error and the "how" is the credit on account for postage and a second request for the desired book to be sent. The complainant will include the postage receipt and a copy of the original order form, proving she ordered the book in the correct manner. The complainant should also photocopy the letter for her records. 
