
Formal Letter for Complaint about Poor Customer Service
This guide provides a detailed overview of how to write a formal letter for complaint about poor customer service, emphasizing the importance of clear communication and professionalism. It includes a sample letter that outlines
common components such as addressing the recipient properly, stating the issue with specific details, expressing dissatisfaction respectfully, and requesting appropriate action or resolution. This resource aims to help individuals effectively
convey their concerns to improve service quality and ensure their complaints are acknowledged.

Template Structure
Your name and contact information
Date
Recipient's name, title, and company address
Subject line (optional but recommended)
Salutation
Introduction stating purpose
Full description of the issue, with details
Expression of dissatisfaction and impact
Request for action or resolution
Polite closing statement
Signature

Sample Formal Complaint Letter
Your Name
Your Address
City, State, ZIP Code
Email Address
Phone Number
Date: June 24, 2024
Mr./Ms. [Recipient's Name]
Customer Service Manager
[Company Name]
Company Address
City, State, ZIP Code
Subject: Complaint Regarding Poor Customer Service
Dear Mr./Ms. [Recipient's Last Name],
I am writing to formally express my dissatisfaction with the customer service I received at your [store/branch/online platform] on [date of incident]. I have been a customer of [Company Name] for [duration], and have always appreciated your products and services. However, my recent experience was disappointing and did not meet the standards I have come to expect.
On [specific date], I contacted your customer service team regarding [briefly describe the product/service issue]. Unfortunately, the representative I spoke with was unhelpful and dismissive. Not only was my issue unresolved, but I also felt that my concerns were not taken seriously. This experience has caused me inconvenience and frustration, as I was hoping for a prompt and professional resolution.
I kindly request that you investigate this matter and take the necessary steps to ensure this does not happen to other customers in the future. Additionally, I would appreciate if my original issue could be resolved as soon as possible.
Thank you for taking the time to address my concerns. I look forward to your prompt response.
Sincerely,
[Your Name]
    

Tips for Writing an Effective Complaint Letter
Keep the tone polite and professional
Be concise and provide specific details about the incident
Mention the person(s) involved, if applicable
Request a specific action, if desired
Attach any relevant documentation or evidence
Proofread your letter before sending
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