To
[The Company Name]
[Address]
I wish to inform you that I visited your store in the Beverly Hills on 15th December and placed an order of two coats and five pairs of jeans customized to my size. These items were promised to be delivered to me till Christmas by one of your employees. 
I have recently moved to a new place and my current address is 15 Kensington Street, California. I specifically mentioned it to your employee and asked him to please replace the old address with this new one. He assured me that he will do it and have the items delivered as soon as possible. I am disappointed to learn that he sent the items to my old address where they got lost in the mail.
I am writing this letter to formally place a complaint and to ask for either refund of the entire amount or send the items to my correct address as soon as possible. I would prefer the latter option and hope that you are able to send me the items to the correct address before the new year holidays. 
If this is not possible for you guys, please refund my $400 in my bank account and send me a receipt of it to my address. I hope that you will cooperate with me in this matter as you can see this was entirely a fault at your employee’s end.
Thank you and regards,
Ms. Julia Styles.
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