 [ your company’s name ]





 [ address ]



  


  [ contact numbers ]




       [ date ]

Your ref.:

Our ref.:

[ name and title of recipient ]

[ recipient’s address]

Dear [ name ],


Re: Complaint about the services

We are writing to make a complaint of [ the services ] in your Company. Our dissatisfaction concerns [ the matter ] on which your immediate attention is needed. 

We believe, offering quality services is the key to the success of your Company. So, certain improvements [ or points out how to do the exact improvement] are expected to be made by your Company on this matter. 

We would be grateful if your Company can look into the matter with conscientiousness and are looking forward to hearing from you soon.

Yours truly,

[ your signature ]

[ your name ]

[ your title ]

