
BUSINESS LETTERS
COMPLAINT LETTER



What is a Complaint Letter?

It is a type of letter written to address:

• Any type of wrong doing

• Resentment of a product; replace a product or refund

• Complaining about the quality of a product

Used to raise your concerns (problems) about 
unfair things to find a solution.



Writing style and paragraphs of the Complaint 
Letter

Written in a formal writing style (could/would 
modal verbs are used often)

It has 3 or more paragraphs: 

• opening,

• main,

• closing



Opening paragraph

Introduce yourself  your name (My name is...); your 
workplace/study place (and I work for; I am a student of....)

Tell your reasons  why you are writing; what your exact complain is 
(I am writing to complain about/to ask for an explanation about, etc.)

Give facts  date, time, location where you bought the product or 
received the service



Main paragraph

Give any necesssary details  (replacement, refund, 
repair, or some form of compensation) state these clearly 
in this paragraph  I would like to get a (refund)...., etc.

Mention the attached files  guarantees, receipts (I am 
ataching the necessary documents below...)



Closing paragraph

call for action 

Provide exact time period withing which
you would like the problem to be resolved
(I look forward to receiving your
explanation; payment; to hearing from you
in the next two weeks by the end of April)



Useful 
expressions



Other useful expressions

Reasons for writing:

• I am writing in order to complain about...

• I am writing to complain about....

• I am writing to express my dissatisfaction with...

Expressing Dissatisfaction:

• It is not acceptable to/that...

• I am not at all pleased that...

• I am disappointed because...



Other useful expressions

Demanding action:

• I suggest that you replace the item

• I would be grateful if you could give me a full refund

• I would like to request that...

• I would appreciate if you could...

Ending the letter:

• I look forward to hearing from you.

• I look forward to receiving a full refund by the......

• I look forward to receiving a replacement

• I look forward to your reply and a resolution to my problem



Complaint Letter
(example)



Writing tips

Be clear and specific! (use bulletpoints if necessary)

Be polite (your request is your need; always express your gratitude in the beginning and
the end of the letter.  I would be grateful; Thank you in advance! etc)

Make sure you include: the reason for writing, date/time/location where you received 
the service or product, what went wrong, what you would like to happen!

Be short but not too short (write 3 paragraphs minimum and 4-5 max)

Proofreading is essential (check errors!)


