Form letter Instructions to companies


Here are instructions for writing a COMPLIMENT letter:

1. Tell the supplier that you are pleased with the service or product.

2. Refer to the date, name of product, and location or way of purchased.
3. Elaborate on the compliment. 

4. Add a final word of thanks. 

Here are instructions for writing a IMPROVEMENT IDEA letter:

1. Tell the supplier that you are pleased with the service or product.

2. Refer to the date, name of product, and location or way of purchased.
3. Elaborate on the compliment. 

4. State how the product could be improved upon.
5. Elaborate on the improvement idea.
6. Add a final word of thanks. 

Here are instructions for writing a COMPLAINT letter:
1. Refer to the date, name of product, and location or way of purchased.
2. Express you disappointment in the service or product

3. Elaborate on the reasons for your disappointment

4. Express how you would like to resolve your disappointment or problem.

5. Refer to the enclosed copies of receipts or contract.

6. Express your anticipation to the resolution to the disappointment or problem and a time limit before further actions will be taken.

7. Express your need to be contacted and how.

8. Add a final word of thanks. 

