Complaint letter (general)
The base letter: facts, demand, deadline. Fits when no specific provision applies.

[First name Last name]
[Street, postcode, town]

[Company, department]
[Street, postcode, town]

[Place], [DD.MM.YYYY]

Complaint regarding [product or service] — [Number]

Dear Sir or Madam

on [DD.MM.YYYY] I obtained [product or service] from you. The matter is on file under [Number]. The following occurred:

— [What happened? One sentence per point, with the date.]
— [Whom did you contact, when, and what were you told?]
— [What loss or effort did this cause you?]

I ask you to [your demand: repair, replacement, refund of CHF [Amount], credit note].

I set you a deadline of [10] days from receipt of this letter for a written reply. Failing that, I reserve further steps.

Enclosures: [copy of invoice/contract, photographs, previous correspondence]

Yours faithfully


[First name Last name]

Legal basis: Swiss Code of Obligations (SR 220) and Civil Code (SR 210), as at 1 Jan 2025. The English wording is a description, not a quotation — only the German, French and Italian texts are authoritative. Ombudsman offices as listed by the Federal Consumer Affairs Bureau. Not legal advice.
All templates free at conviva-plus.ch
