BUSINESS COMPLAINT LETTER TEMPLATE

[DATE]

[SENDER NAME]

[SENDER TITLE]

[SENDER COMPANY NAME]

[SENDER ADDRESS LINE 1]

[SENDER ADDRESS LINE 2]

[SENDER CITY, STATE, ZIP]

[SENDER PHONE NUMBER]

[SENDER EMAIL ADDRESS]

[RECIPIENT NAME]

[RECIPIENT TITLE]

[RECIPIENT COMPANY NAME]

[RECIPIENT ADDRESS LINE 1]

[RECIPIENT ADDRESS LINE 2]

[RECIPIENT CITY, STATE, ZIP]

RE: [SUBJECT OF COMPLAINT]

Dear [RECIPIENT NAME],

1. INTRODUCTION AND PURPOSE

1.1 This letter serves as a formal business complaint regarding [BRIEF DESCRIPTION OF ISSUE].

1.2 The purpose of this letter is to provide notice of the issue, request a resolution, and establish a written record of the complaint.

2. PARTIES AND RELATIONSHIP

2.1 Complainant: [SENDER NAME], [SENDER TITLE], [SENDER COMPANY NAME].

2.2 Respondent: [RECIPIENT NAME], [RECIPIENT TITLE], [RECIPIENT COMPANY NAME].

2.3 Nature of Business Relationship: [DESCRIBE RELATIONSHIP, E.G., VENDOR, CLIENT, CONTRACTOR, PARTNER].

2.4 Relevant Agreement or Contract: [AGREEMENT NAME OR REFERENCE NUMBER], dated [AGREEMENT DATE].

3. BACKGROUND AND FACTS

3.1 On or about [DATE OF INCIDENT OR ISSUE], the following occurred: [DETAILED DESCRIPTION OF EVENTS].

3.2 Supporting documentation includes: [LIST DOCUMENTS, E.G., INVOICES, EMAILS, CONTRACTS].

3.3 Prior communications regarding this issue: [DESCRIBE PRIOR COMMUNICATIONS, DATES, AND OUTCOMES].

4. SPECIFIC COMPLAINT

4.1 The specific nature of the complaint is: [DESCRIBE THE PROBLEM, E.G., NON-PAYMENT, DEFECTIVE GOODS, BREACH OF CONTRACT].

4.2 The impact on the complainant’s business is: [DESCRIBE FINANCIAL OR OPERATIONAL IMPACT].

4.3 The complaint relates to the following contractual or legal obligations: [CITE RELEVANT CLAUSES OR LAWS].

5. REQUESTED RESOLUTION

5.1 The complainant requests the following resolution: [DESCRIBE DESIRED OUTCOME, E.G., REFUND, REPLACEMENT, PAYMENT, CORRECTIVE ACTION].

5.2 Deadline for resolution: [DATE].

5.3 Consequences of non-resolution: [DESCRIBE NEXT STEPS, E.G., LEGAL ACTION, TERMINATION OF CONTRACT].

6. SUPPORTING EVIDENCE

6.1 Enclosed documents: [LIST ENCLOSURES].

6.2 Reference to any prior written notices: [REFERENCE DATES AND SUBJECTS].

7. CONFIDENTIALITY AND RESERVATION OF RIGHTS

7.1 This letter is written without prejudice to any rights or remedies available to the complainant.

7.2 All rights are expressly reserved.

7.3 This letter is confidential and intended only for the named recipient.

8. CONTACT INFORMATION AND RESPONSE

8.1 Please direct your response to: [SENDER NAME], [SENDER TITLE], [SENDER PHONE NUMBER], [SENDER EMAIL ADDRESS].

8.2 Response deadline: [DATE].

8.3 Preferred method of communication: [EMAIL, PHONE, WRITTEN LETTER].

9. CLOSING

9.1 Thank you for your prompt attention to this matter.

9.2 I look forward to your written response by [RESPONSE DEADLINE].

Sincerely,

[SENDER NAME]

[SENDER TITLE]

[SENDER COMPANY NAME]

Enclosures: [LIST ENCLOSURES]
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