Name _____________________________________  Date ________________________________  Period ___
Resolving a Consumer Complaint

At one time or another everyone has been disappointed with the performance of a product or service.  Think about a product or service that you have purchased within the last two months that has not been acceptable.  Write a complaint letter to the company to try to resolve your complaint.  Print a copy the letter and turn it in for a grade.  Optional:  Send a copy of the letter (either in the mail or via e-mail) to the company or business.  Letters that receive a response from the company will earn 50 extra credit points.  If the company or business sends you some sort of compensation (refund, gift card, new product, voucher, discount on future product or service, etc.), you will earn 100 extra credit points.  To earn the extra credit points, you must bring in the letter or compensation that is sent to you.
Due Date:

A typed copy of your complaint letter is due on ______________________.
Remember to:

· Describe purchase

· Include the name of product, serial number

· Include the date and place of purchase

· State the problem

· Give history

· Ask for specific action

· State how you can be reached

· Enclose copies of documents (but never send originals)

· Keep copies of all your letters, faxes, e-mails, and related documents.
· Be honest.  Do not exaggerate or make up stories in an attempt to get free products or services.
Tips for Filing a Complaint:
· Remain calm. The person who can help didn't cause the problem.

· Don't use an angry, threatening or sarcastic tone.
· State exactly what you want done about the problem.
· Document each step, and keep copies.
· Start with the seller first. You can resolve many problems by calling a company's toll free number. Even on the phone, you should know the details of the complaint. You can use the sample letter below to jot down a few notes before you call. If necessary, ask to speak to a manager.

· If that doesn't work, send a letter or e-mail to the manufacturer's national headquarters or consumer affairs office. Some experts suggest that a letter is the most effective method for contacting a company. 

· If the problem still isn't resolved, try your local consumer protection agency, Better Business Bureau or other helpful organization.
· Use the template on page 2 as a guide for your complaint letter.
Your Address
Your City, State, ZIP
(Your e-mail address if sending via e-mail)

Date
Name of Manger (if available)
Title (if available)
Company Name
Consumer Complaint Division (if you have no specific contact)
Street Address
City, State, Zip Code
Dear (Name of Manager):
On (date), I (bought, leased, rented, or had repaired) a (name of the product, with serial or model number or service performed) at (location, date and other important details of the transaction).
Unfortunately, your product (or service) has not performed well (or the service was inadequate) because (state the problem). I am disappointed because (explain the problem: for example, the product does not work properly, the service was not performed correctly, I was billed the wrong amount, something was not disclosed clearly or was misrepresented, etc.).
To resolve the problem, I would appreciate your (state the specific action you want - money back, charge card credit, repair, exchange, etc.). Enclosed are copies (do not send originals) of my records (include receipts, guarantees, warranties, canceled checks, contracts, model and serial numbers, and any other documents).
I look forward to your reply and a resolution to my problem and will wait until (set a time limit) before seeking help from a consumer protection agency or the Better Business Bureau. Please contact me at the above address or by phone at (home and/or office numbers with area code).
Sincerely,

(sign your name here)
(Type your name here)
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