                                                                              Personal name / address details 

DATE…….                                                                                        

Owner / Manager’s name (or The Manager) 

Retailer’s name

Retailer’s address

Retailer’s postcode

Dear [owner/manager’s name or Sir/Madam]

Supply of Services (Implied Terms) Act 2003  

On [insert date], you undertook [description of the service e.g. car repair] for the sum of $xxx for completion by [insert date].

Explain/outline details of your complaint 

•
E.g. list faults with repairs

•
List outstanding problems

The Supply of Services (Implied Terms) Act 2003 states that work should be carried out with reasonable care and skill/in a reasonable time/for a reasonable charge (delete as appropriate).

Explain what you want to happen/what you are looking for

•
Car to be repaired without additional cost

•
Work to be completed

Please respond to my complaint/complete (delete as appropriate) the work in the next 14 days. If you fail to respond/complete the work in this time, I will have no option but to consider taking the matter further.

Yours sincerely/yours faithfully 

[Name] 
This is only a sample letter to give you guidance on what to write. You will need to substitute your own details at the appropriate places (shown in bold). Remember to keep a copy of your letter. Don’t forget to sign it. Send it by registered mail, email or hand deliver it.
