
 

 

Complaint letter format 
 

A complaint letter is written to express 

dissatisfaction with a product, service, or any 

other issue. It should clearly state the problem, 

provide supporting details, and suggest a 

resolution. 

 

Q: complaint letter format with example 

 

[Your Address]  

 

[City, State, Postal Code]  

 

<space> 

 

[Date] 

 

<space> 



 

 

 

[Recipient's Name]  

 

[Recipient's Designation]  

 

[Company/Organization Name]  

 

[Address]  

 

[City, State, Postal Code] 

 

<space> 

 

Subject: Complaint regarding[reason for 

complaining] 

 

<space> 

 

Dear [Recipient's Name], 



 

 

 

I am writing to express my deep dissatisfaction 

and to file a formal complaint regarding [describe 

the issue or incident]. The purpose of this letter is 

to bring your attention to the matter and seek a 

prompt resolution. 

 

On [date], I [briefly explain the circumstances 

surrounding the issue]. This situation has greatly 

inconvenienced me and has caused [describe the 

negative impact or consequences of the issue]. 

 

I have attached copies of [supporting evidence or 

documentation] for your reference. These 

documents clearly demonstrate the extent of the 

problem and validate my complaint. 

 

I kindly request that [describe the specific action 

or resolution you seek]. It is important for 

[company/organization name] to address and 

rectify this matter promptly to ensure customer 



 

 

satisfaction and maintain your reputation for 

excellent service. 

 

I trust that you will give this complaint the 

attention it deserves and take immediate steps to 

resolve the issue. I expect to receive a written 

response within [specify a reasonable timeframe] 

detailing the actions that will be taken to rectify 

the situation. 

 

Should you require any additional information or 

wish to discuss this matter further, please do not 

hesitate to contact me at the provided contact 

information. 

 

I hope that we can resolve this matter amicably 

and avoid any further inconvenience. I look 

forward to your prompt response. 

 

<space> 

 



 

 

Sincerely, 

 

[Your Full Name] 

 

Key points for writing body of letter: 

 

Opening Paragraph: 

 

• Clearly state that you are writing to make a 

complaint. 

 

• Provide a brief introduction to the issue or 

incident you are addressing. 

 

• Include relevant details, such as the date, 

time, location, or any reference numbers or 

order details if applicable. 

 

Body Paragraphs: 



 

 

 

• Describe the problem or issue in detail, 

providing specific information and facts. 

 

• Explain how the problem has affected you or 

others. 

 

• Include any supporting evidence or 

documentation, such as photographs, 

receipts, or copies of correspondence. 

 

Request for Resolution: 

 

• Clearly state what you expect or want as a 

resolution to the issue. 

 

• Be specific about any actions you want the 

recipient to take or any compensation you are 

seeking. 

 



 

 

Closing Paragraph: 

 

• Express your disappointment or frustration 

regarding the situation. 

 

• Request a timely response or resolution to the 

complaint. 

 

• Provide your contact information again for 

further communication. 

 

Example 1: 

 

[Your Address]  

 

[City, State, Postal Code]  

 

 

[Date] 



 

 

 

 

[Recipient's Name]  

 

[Recipient's Designation]  

 

[Company/Organization Name]  

 

[Address]  

 

[City, State, Postal Code] 

 

 

 

Subject: Complaint regarding[reason for 

complaining] 

 

 

 



 

 

Dear [Recipient's Name], 

 

I am writing to express my deep dissatisfaction 

and to file a formal complaint regarding [describe 

the issue or incident]. The purpose of this letter is 

to bring your attention to the matter and seek a 

prompt resolution. 

 

On [date], I [briefly explain the circumstances 

surrounding the issue]. This situation has greatly 

inconvenienced me and has caused [describe the 

negative impact or consequences of the issue]. 

 

I have attached copies of [supporting evidence or 

documentation] for your reference. These 

documents clearly demonstrate the extent of the 

problem and validate my complaint. 

 

I kindly request that [describe the specific action 

or resolution you seek]. It is important for 

[company/organization name] to address and 



 

 

rectify this matter promptly to ensure customer 

satisfaction and maintain your reputation for 

excellent service. 

 

I trust that you will give this complaint the 

attention it deserves and take immediate steps to 

resolve the issue. I expect to receive a written 

response within [specify a reasonable timeframe] 

detailing the actions that will be taken to rectify 

the situation. 

 

Should you require any additional information or 

wish to discuss this matter further, please do not 

hesitate to contact me at the provided contact 

information. 

 

I hope that we can resolve this matter amicably 

and avoid any further inconvenience. I look 

forward to your prompt response. 

 

 



 

 

 

Sincerely, 

 

[Your Full Name] 

  

Example 2: Complaint letter format with 

example 

 

[Your Address]  

 

[City, State, Postal Code] 

 

 

 

[Date] 

 

 

 

The Editor  



 

 

 

[Newspaper Name]  

 

[Address]  

 

[City, State, Postal Code] 

 

 

 

Subject: Complaint against Municipal Authority's 

Negligence 

 

 

 

Dear Editor, 

 

I am writing to bring attention to a matter of 

grave concern regarding the negligence and lack 

of proper maintenance by the municipal authority 

in our city. It is disheartening to witness the 



 

 

deteriorating condition of our streets and the 

overall infrastructure, which has had a significant 

impact on the daily lives of residents. 

 

One of the main issues that requires immediate 

attention is the appalling state of our roads. 

Potholes and uneven surfaces have become a 

common sight, posing a serious risk to motorists 

and pedestrians alike. Numerous accidents and 

vehicle damages have occurred as a result of 

these hazardous conditions. Despite several 

complaints raised by the community, no 

substantial action has been taken to address this 

pressing matter. 

 

Furthermore, the lack of proper garbage disposal 

mechanisms is causing environmental and health 

hazards in our neighborhoods. The insufficient 

collection of waste and irregular cleaning 

schedules have led to overflowing garbage bins, 

stray animals rummaging through the waste, and 

a significant increase in pests and insects. This not 



 

 

only tarnishes the image of our city but also poses 

a threat to public health. 

 

Additionally, the inadequate street lighting in 

various areas has raised concerns about public 

safety, particularly during the evening hours. 

Dimly lit streets make it difficult for pedestrians to 

navigate, increasing the risk of accidents and 

criminal activities. This issue demands urgent 

attention to ensure the well-being and security of 

residents. 

 

I strongly urge the municipal authorities to 

address these issues promptly and take necessary 

actions to improve the overall condition of our 

city. It is their responsibility to provide essential 

services and maintain a safe and healthy 

environment for the citizens. 

 

I request your newspaper's assistance in 

highlighting these grievances to bring them to the 

attention of the concerned authorities and 



 

 

encourage them to take immediate action. 

Together, we can work towards a better and more 

livable city for all residents. 

 

Thank you for your attention to this matter. 

 

 

Sincerely, 

 

[Your Full Name] 


