A Letter of Complaint and Request for Service (Business Letters)

Email

Dear Sir/Madam,

I ordered the boxed set of 5 CD's called "Remember Yesterday" from your February catalogue (product number 1324). When the set arrived, two of the CD's (numbers 1 and 3) were missing from the cases. My receipt was dated 2/03/00.

Could you please send me the missing CD's as soon as possible. Please do not charge me for postage and packaging, as the mistake was made by your company.

Laura Williams

