

(INDICATE HERE THE DATE AND PLACE OF THE DOCUMENT)

(TO WHOM)

(CHARGE OF THAT PERSON)

(NAME OF THE COMPANY YOU REPRESENT)

Subject: Complaint (RELATED TO WHAT)

Estimate (A) (O) NAME OF THE PERSON TO WHOM IT IS ADDRESSED:

(STATE THE SITUATION THAT MOTIVATES THAT COMPLAINT, REMEMBER TO BE VERY SPECIFIC, LIMIT YOURSELVES TO THE FACTS AND INCLUDE ALL THE ELEMENTS THAT YOU CONSIDER SUITABLE TO SUPPORT YOUR COMPLAINT: NAMES OF PEOPLE WHO ATTENDED YOU, WHAT THEY ARGUMENTED YOU, HOURS, REPORT NUMBERS, ETC)

It is for this reason that I request that as a consequence of this type of details, (INDICATE WHAT YOU ARE REQUESTING TO REPAIR SUCH COMPLAINT)

(COURTESY FAREWELL AND WILLINGNESS TO BE SERVED)

I await your kind attention.

Cheers,

Sincerely

_____________________________

FULL NAME

CONTACT INFORMATION
