
Complaint Letter Format for Delayed Bill Payment Penalty
This document provides a clear complaint letter format for delayed bill payment penalty, designed to help individuals or businesses formally address issues related to unjust or excessive penalties imposed due to late payments. The
format includes essential components such as a polite opening, specific details about the billing discrepancy, a request for penalty reconsideration or waiver, and a professional closing. Utilizing this format ensures that the complaint is
communicated effectively and increases the likelihood of a favorable resolution with the billing company or service provider.

Complaint Letter Template

[Your Name]  
[Your Address]  
[City, State, ZIP Code]  
[Email Address]  
[Phone Number]  
[Date]  
To  
The [Manager/Billing Officer]  
[Company Name]  
[Company Address]  
[City, State, ZIP Code]  
Subject: Complaint Regarding Penalty for Delayed Bill Payment
Dear Sir/Madam,
I am writing to bring to your attention an issue regarding the penalty imposed on my bill for [mention the bill/service/account number, if applicable] dated [billing date]. I received a penalty charge of [amount] for delayed payment.
I would like to highlight that [state reason for delayed payment or dispute, e.g., the payment was made on time, delay was due to unforeseen circumstances, or penalty amount seems unjustified]. I have attached supporting documents for your reference.
I kindly request you to review the penalty imposed and reconsider the charge, as I believe it is not justified under the circumstances. I have always been prompt with my payments in the past, and this instance was unintentional.
I look forward to your prompt response and a positive resolution to my complaint. Please feel free to contact me at [your phone/email] should you need any further information.
Thank you for your attention to this matter.
Yours sincerely,  
[Your Name]
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