Writing a letter of complaint

        Occasionally we find ourselves on the receiving end of a defective product, company error, or poor service. This experience can be so infuriating that we feel we must mention it to someone in charge and have the situation rectified. However, many of us choose instead to swear off a company or product altogether simply because we lack the skill and confidence to express our disappointment. This is a small tragedy since many businesses are fully prepared to remedy any problems that arise. With a little know-how, you will be able to get the results you deserve and find happiness in the consumer world.
    The most important step to customer satisfaction is the need for you to act immediately. Not only do most companies have a fourteen-day return policy but you may need to recall details of your transaction and you will need to act while the events are fresh in your mind. Before you sit down to write your complaint letter, ensure that you have made photocopies of all pertinent information such as product and postage receipts, warranties or contracts, as you will need to back up your request with tangible proof. Before composing the letter, take a moment to think about how you want the situation to be rectified. You must clearly outline your demands for the company to be given the proper opportunity to please you. Do you want your money back, a replacement product or perhaps credit applied towards your account? Once you are certain of your request you will then be ready to compose your letter.
    It is not necessary to know the name of the person that will be receiving your letter, so it will be quite acceptable to address your letter; "Dear Sir or Madam". When relating the information, stick to the facts only. No need to get insulting. Your letter only needs to be a few sentences long, just enough to get the point across. State the "when" first, followed by the "what" and the "how".
