(Date of Letter)

Bett er Busi ness Bureau

(Room H oor or P.O Box)

(Street Address)

(City, State and Zi p Code)

RE: Conpl ai nt Regar di ng: (Nanme of business
establ i shnment)

Dear Conpl ai nt Administrator:

Recently the undersigned engaged (nane of
busi ness agai nst which conplaint is nmade) for the purpose of
(description of task to be

undert aken- purchase of product, sale of product, repair of property, etc.). On

t he day of (month/year), the aforenentioned
establishnent attenpted to provide the service which was sought; however, the
servi ce provided was (expl ai n why
service was inappropriate, inadequate, inproper or otherw se defective).
Nevert hel ess, the aforenentioned business charged $ for the

attenpted service

A tinely demand for adjustnent and/or refund has been nade to the
af orenenti oned conpany; however, this action has been to no avail. The
af orenenti oned conpany has failed to rectify the problemand has failed to
refund the sumreceived for the paynent nade. Please intervene on behalf of the
undersi gned for the purpose of rectifying the problemthat has arisen with

(name of the business with whomthe dispute has

arisen). Should your office need additional information, docunentation
phot ographs, etc., in regard to this matter, please advise and sane will be
provi ded. Please do not hesitate to contact the undersigned at the address or
phone nunber |isted. Thank you for your imediate attention and assi stance.

Very truly yours,

(Signature)

(Addr ess)

(City, State and Zip Code)

(Phone Nunber)
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