Writing a strong letter of complaint to a service provider 1is
an important skill, especially when addressing issues related
to poor service, product malfunctions, or unmet expectations.
This guide will assist you in creating an effective complaint
letter that communicates your concerns clearly and
professionally, and prompts the necessary action or
resolution.

Purpose of a Complaint Letter

A complaint letter to a service provider serves to:

Clearly State the Issue: It details the nature of the problem
and its impact on you as a customer.

Seek Resolution: The letter outlines the desired outcome or
resolution you expect from the service provider.

Create a Record: It serves as a formal record of the
complaint, which can be useful for future reference or
escalation.

Key Elements of a Complaint Letter

An effective complaint letter should include:

- Detailed Description of the Problem: Clearly describe
the issue, including dates, locations, and any relevant
details.

» Impact of the Issue: Explain how the problem has
affected you or caused inconvenience.

= Desired Outcome: State what action or resolution you are
seeking from the service provider.

- Evidence: Attach or reference any relevant documents,
receipts, or correspondence that support your complaint.
»Polite and Firm Tone: Maintain a respectful yet

assertive tone throughout the letter.



 Contact Information: Provide your contact details for
the service provider’s response.

Writing Tips for a Complaint Letter

» Be Clear and Concise: Present your complaint clearly and
avoid unnecessary details.

= Stay Focused: Concentrate on the main issue and refrain
from generalizing.

- Be Reasonable: Make realistic requests or suggestions
for resolving the problem.

» Proofread: Check for errors and ensure the letter is
well-organized.

Complaint Letter Template

Use the following template to draft your complaint letter.
Customize it to address the specifics of your situation and
the resolution you are seeking.

[Your Name]

[Your Address]
[City, State, Zip]
[Email]

[Phone Number]

[Date]

[Service Provider’s Name]
[Company Name]

[Company Address]

[City, State, Zip]

Dear [Service Provider’s Name or Company’s Customer Service
Department],



I am writing to formally complain about [briefly describe the
problem or issue]. This issue first occurred on [date] and has
since caused significant inconvenience to me.

[Describe the issue in detail, including dates, locations, and
any specific problems encountered. Reference any supporting
documents or prior communications related to the issue].

As a result of this issue, I have experienced [describe the
impact of the problem, such as financial loss, inconvenience,
or dissatisfaction].

To resolve this matter, I would like [state the specific
action or resolution you are seeking, such as a refund,
repair, or replacement]. I believe this is a reasonable
request given the circumstances.

Enclosed, please find copies of [mention any documents you are
including, such as receipts, warranties, or previous
correspondence] that support my complaint.

I expect a prompt response to this letter and hope for a swift
resolution to this issue. You can contact me at [your contact
information] to discuss this matter further.

Thank you for your attention to this matter. I look forward to
your prompt and satisfactory resolution of this issue.

Sincerely,

[Your Name]

A well-written complaint letter can be an effective way to
express your dissatisfaction and achieve a satisfactory
resolution. It’s important to be clear, detailed, and
reasonable in your communication to facilitate a positive
outcome.



