Formal Complaint Letter Template
A clear record of a problem and the requested resolution
	FROM
[Your Full Name]
[Address]
[Email or Phone]
	DATE
[Month Day Year]

	TO
[Company or Recipient]
[Address]
	REFERENCE
[Order Account or Case Number]



Dear [Recipient Name or Customer Service Team],
I am writing to make a formal complaint regarding [product, service, or issue]. The problem occurred on [date] at [location or website].
The issue is as follows: [describe what happened in factual chronological order]. I have attached or can provide [receipt, invoice, photographs, correspondence, or other evidence].
I request that you resolve this matter by [refund, replacement, repair, correction, explanation, or another reasonable outcome] by [reasonable response date].
Please confirm receipt of this complaint and advise me of the next steps. I can be contacted using the details above.
Sincerely,
[Your Full Name]
Editable Word template




