[Place and date]
	Sender
[Full name]
[Correspondence address]
[Email or telephone]
	Recipient
[Full legal name of the appropriate recipient]
[Address of the appropriate recipient]


Complaint
Regarding agreement or service no. [reference] dated [date]
I am submitting a complaint about the performance of the agreement or service identified above. Please review the matter described below and address the requested remedy.

Description of events and concerns

[Describe the issue, dates, amounts and correspondence. State what you dispute.]

Requested remedy and reasons

[Explain the remedy you request and why. Specify a correction amount or other request where applicable.]

Reply arrangements

Please reply to the correspondence or email address provided and acknowledge receipt of this complaint.

Attachments

[List copies of supporting documents or state “none”.]

[Signature for a paper letter]
