Complaint Letter

[Your Full Name]
[Your Address]
[City, State, ZIP Code]
[Email Address]
[Phone Number]
Date: [Insert Date]
[Recipient’s Name]
[Company Name]
[Company Address]
[City, State, ZIP Code]
Subject: Formal Complaint Regarding [Product/Service Name or Reference Number]
Dear [Recipient’s Name or Customer Service Manager],
I am writing to formally express my dissatisfaction with [describe the product, service, or experience], which I received on [date] from [company name or location].
Unfortunately, [clearly and objectively explain the issue]. Despite my expectations based on your company’s reputation and advertised standards, the experience did not meet reasonable expectations. As a result, I have experienced [briefly explain the inconvenience, loss, or impact].
To resolve this matter, I respectfully request [clearly state your desired resolution, such as a refund, replacement, repair, correction, or written apology]. I believe this is a fair and reasonable request given the circumstances.
I have enclosed/attached [copies of receipts, order numbers, photos, or other supporting documents] for your reference. I would appreciate a response within [reasonable timeframe, e.g., 10–14 business days] to confirm how this issue will be addressed.
I hope this matter can be resolved promptly and amicably. Thank you for your time and attention, and I look forward to your response.
Sincerely,
[Your Full Name]
[Account Number / Order Number, if applicable]
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