Module 9: Consumer Skills
Topic 3 Application: Letter of Complaint Checklist

Your letter of complaint will be scored according to the checklist below. Use this checklist to make sure you've included each item needed.

	Content

You can set up your letter of complaint however you would like, but all criteria must be present to receive credit.  

	Included?
	Item

	
	The letter’s tone is appropriate and clearly states the issue.

	
	The information in the letter has clear meaning.  Images, diagrams, captions and text have been used when needed.

	
	The information included is factual and accurate.  Specific information is provided from the financial source being referenced.

	
	The letter is original and does not duplicate any other resource.

	Citations
If outside resources are used to create your letter, please include a bibliography.  If you need assistance, visit the Developmental Module for information on citing any resources that you used.

	Included?
	Item

	
	Along with your letter, you may also need to submit a separate bibliography citing any resources that you used.
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