


Malcolm High School.
Elsa Chanson.
24 St. Ocean Avenue, New York.
August 23, 20XX
Mr. Nicholas Butcher
Marketing Manager
Symbols Electronics Online Store.
36 St. Sun Set Avenue, New York.
Dear [Recipients Name],
I am writing to register a complaint about the wrong product I received today. I am Elsa Chanson, Vice Principal of Malcolm High School. I had ordered ten projectors with a sound system three days ago. The order stated that delivery will be done within three days. 
As per the order, I received the delivery today. Unfortunately, I received the wrong product. When I opened it, I found 25 inches LCDs? It sounds much troublesome to me. 
Our annual dramatics and Presentation Gala is just starting within four days. It will take two days for the installation of the projectors in their respective places. So, I have just two days left for bringing the projectors and sound system. I request you to send me the correct product within the stated time. I have enclosed the printed copy of my online order along with the letter.
I am waiting for a prompt replacement.
Regards,
Elsa Chanson.
Vice Principal, Malcolm High School.
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