[Your address]
[Your city, province, postal code]

[Today’s date]

[Name of contact person (if available)]
[Title (if available)]
[Company name] 
[Street address]
[Your city, province, postal code]

Re: [Account number or other reference to your complaint]
Dear [Contact Person]:

This letter is to inform you that on ________ date, our company received notice that we have ordered merchandise from your company. Upon review, our company’s representatives did not authorize such a transaction. We ask that your company provide specific proof of the transaction in either writing with signed authorization and/or a voice recording that clearly shows authorization from our staff. If your company cannot provide this proof, our company will consider this an unauthorized order, and will expect that your company make arrangements to pick up the unordered merchandise at its own expense. 

We will give your company 30 days to pick up your merchandise, and if your company has not made pick up arrangements within this timeframe, we will consider this merchandise a gift. 

Please refrain from any further contact with our organization; otherwise, we will consider contacting federal authorities about your misleading sales practices. 

Thank you for your anticipated assistance in resolving my problem.

Sincerely,

[Your name]
