To:
[Company / organization name]
[Attn: department / contact person]
[Address]
[Email]
[Phone number]

Subject: [Short description of your complaint]

Place: [XXX]
Date: [XX-XX-20XX]

Dear [Sir/Madam],

On [date], I experienced the following situation at [place]:
[description of the situation].

I hereby wish to file a complaint regarding [clear description of the problem].
[Describe what went wrong and why you are dissatisfied.]

I request that you [clearly state what you want: refund, solution, repair, etc.].

Paragraph 1: If necessary
Paragraph 2: If necessary

For clarification: [any additional relevant information, if necessary].

I kindly request your response before [date].

If I do not receive a (satisfactory) response, I will be forced to take further action.

Yours sincerely,
[Signature]

Sender information:
[Your name]
[Address]
[Phone number]
[Email address]

Attachments:
[List of attachments, if applicable]


Brief explanation – Complaint letter
To: Fill in the correct name and department of the organization
Subject: Make this as specific as possible (e.g. invoice number or date)
Place and date: State where and when you are writing the letter
Salutation: Use “Dear Sir/Madam” or include the last name if known
First paragraph: Briefly describe what happened (include date and place)
Second paragraph: Explain your complaint
Third paragraph: Clearly state what solution you expect
Sender: Fill in all your details so you can be contacted if necessary
Additional information: Only include relevant extra details
Closing: Give a reasonable deadline for response and follow up if needed. Keep records of all follow-ups with your complaint
Be factual and professional in your wording
Include relevant details (such as customer, order, or invoice number)
Refer to attachments in your letter (e.g. “see attachment 1”)
Record when and how the letter was sent or delivered
Keep a log of all contact moments (follow-ups) and store them with your complaint

Important: Proof of sending and receipt
Ensure you have proof that your complaint was received
Make two copies of your letter (one to send, one to have signed for receipt, including the date)
If you do not deliver the letter yourself, you can send it by registered mail. Keep this proof together with your copy
Always send copies of relevant attachments
Keep everything safe: your letter, attachments, and proof of receipt

Complaint letter checklist
2 copies made (send + signed receipt copy)
Letter delivered or sent by registered mail
Attachments included
Everything stored (letter + proof + attachments)
