From:

[Name]
[Address]
[Postcode and city]
[E-mail] [Phone number]

To [Company Name]
Customer Service - Consumers
[Address]
[Postcode and city]

 [City, date]
[Salutation,]

[purchased product under guarantee: mention of the brand/make, type, model, place and date of purchase or delivery, with a reference to the proof of purchase or delivery (copy)]

[content of the complaint]: defects that justify the application of the guarantee 

[solution offered]: 

Solution to the guarantee complaint: repair, replacement, reduction of the price, reimbursement, proposition of claim settlement 

[deadline]: a reasonable deadline to carry out the solution offered 
[communication of the seller or company’s opinion]: asking for the point of view adopted by the seller/company (e.g. application of the guarantee and settlement procedure) to be communicated before a specific date.

[closing line + signature]

