Janie S. Torain

344 Loftis Loop Road

Roxboro, NC 27574

(336) 599-0948

torainj@person.k12.nc.us


November 2, 2011

Better Business Bureau Southern Piedmont 
13860 Ballantyne Corporate PLS Suite 225 
Charlotte, NC 28277
Ladies and Gentlemen
Opening Sate the Problem: The purpose of the opening is to establish the reason you are contacting the organization. Write the first few lines of the letter or telephone conversation to identify the reason you are contacting the person or position in the organization. Anywhere from 3 to five sentences.

Body:  The purpose of the body is to describe the details of the problems encountered with the company’s product and to request the desired remedy.  

1) Describe the problem(s) or product defect(s) experienced.

2) Request a specific remedy such as a refund, a credit to your account, or product replacement.

Tell what you want done. Or suggest a solution

Closure:  The purpose of closure is to request a response within a certain time period.  Request a written response within a specific time period.  Generally, two to three weeks. Tell how , when and where you can be contacted and thank them

Sincerely

Your Typed Name

