[Company Name]
[Address, City, STATE, Zip]
[Contact]
[Website]
Date:
Re. Highlighting the Issue of Receiving Damaged Products
Dear Joseph,
I am Rodrigo James, HR Manager at Edmund IT Groups. My company ordered 208 Laptops Chips and 100 joysticks, and a few screens on 2nd November 2020. This package was proposed to our company by your Contract Head Mr. Stewart on 27th October 2020 which was later approved and accepted by our Creative Director, Senior Finance Manager, Senior General Manager, and the CEO Mr. William Cuts. We showcased a good amount of credence in your services and endured your proposal even though a few times it has been felt a little expensive, but the quality has always been at number one in our priority.
Now, when the packages are here in our store and have been reviewed by our workers, it has been found that almost thirty percent of the products are spoiled, damaged, or crumbled. 
As we already have paid the full price of these items, I wrote an email to your HR Manager in which I was told that your company would not take this as its responsibility. I was also suggested to get all the articles repaired at our own expense. Looking at the delivery of the spoiled and damaged products, I am writing this as an official notification to you. 
Please, resolve this issue within three working days otherwise my company would take a legal stance on this issue and get it resolved by lawsuits as, according to the law, delivering the products is always the responsibility of the sender’s projection. I am looking forward to your immediate rejoinder.
Thank you.
Regards,
Rodrigo James
Edmund IT Groups
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