
Complaint Letter Format 
 

Today’s Date 

Recipient Name 
Street Address 
City, State Zip Code 
Phone Number 
Email Address 
 
 
SUBJECT:  Complaint Letter Regards (like Failure of System brought from a company) 
 

Sir Recipient Name, 

I am (You Introduction) writing this letter regards the complaint Details (Tell the details about the 
complaint). 
 
Ask him for the necessary action. 
 
 

Yours sincerely, 
 

Your name 
 

Signature 


