YOUR NAME,

ADDRESS,
DATE 

NAME,
JOB TITLE

ORGANISATION ADDRESS
 

Dear Sir/Madam


FORMAL COMPLAINT

 
I would like you to consider the following points as a formal complaint.

(Details of your complaint – describe what has gone wrong and how you have suffered as a result. Try to make this clear and concise.) 


(What, in your view would resolve the problem. Be clear about what you would like to happen as a result of making the complaint. Are you looking for an apology, a service that should have been provided but was not? Make this clear in your letter).

I would be grateful for a reply.


Yours faithfully,
YOUR NAME
