
Date: _________________________

SUBJECT: FORMAL COMPLAINT

To Whom It May Concern,

I am writing to formally lodge a complaint regarding:
_______________________________________________________________________.

Details of complaint (include dates, events, and persons involved):

_______________________________________________________________________
_______________________________________________________________________
_______________________________________________________________________

Steps taken so far to address the issue:

_______________________________________________________________________
_______________________________________________________________________

Desired resolution:

_______________________________________________________________________ 
_______________________________________________________________________

Please contact me at your earliest convenience regarding this matter.

Sincerely,

Name: _________________________

Contact Information: _______________________________________


