Sample letter – writing to a trader

Replace the coloured text with your own information


Your details
Name

Address

Suburb State Postcode

Phone

Email

Business details

Contact person (if known)

Position Title (if known)

Business Name

Address

Suburb State Postcode

Date

Dear Sir/Madam/Name
On date I purchased/rented/was provided with, name goods or service by your company.  I have enclosed copies of all relevant documentation.

I am not satisfied with the product/service because provide details of the problem providing as much information as possible.

I returned the product to your/contacted your business and spoke with name of person if possible and was told provide advice that was given.  I was unable to satisfactorily resolve the situation.

I request that you
· provide a full or part refund 
· fix the problem at no cost to me 
· replace the product/service with a product/service that is the same or of equal value 
· compensate me for having the problem fixed at another business
I look forward to hearing from you within the next 10 business days.

If you do not respond within the requested time, I will forward my complaint to Consumer Affairs and Fair Trading for further advice.

I have provided my contact details above. Please contact me at any time to discuss this letter.

Yours sincerely

Print your name

Enclosures: [state the documents you are attaching with this letter]

CC: [provide the name of any other department or company you want to send a copy of this letter to]

