1) Name (Your Details) -
2) Address   - 

3) Mobile Number -
4) Residence Telephone Number - 
5) E-mail address 

6) Complaint against (company name) 
7) Payment details (cheque/transaction number, dated and bank)


1) Name of Opposite party  -
2) Registered address of the Opposite Party 
3) Telephone no. 
4) Fax no. 
5) E-mail of the chairman or company e-mail 
                                                   

6) Name and address of the branch with which you dealt and received defective product and services.


1) Date-wise facts: Refer to the page numbers of the attached documents as evidence when mentioning the facts.  
2) RELIEF: Mention what relief you are looking for against your complaint. Example: Refund or compensation, etc. 
3) Documents (like complaint letter, policy document, receipt etc) 

Note - Enclose only the Xerox copies of supporting documents.   
