The Letter of Complaint
Structure 

	Salutation
	Dear Mr. Smith, 

Dear Sir or Madam, 

	Introduction
start with the reason for writing

state clearly what you want to complain about 
	I am writing to complain / protest about … 

I am writing to complain about the inconvenience caused to me … 

I am writing to you concerning my stay … 

I am writing to you with regard to … 

I am writing about … 

I wish to draw your attention to … 

I wish to complain about … 

I wish to express my dissatisfaction regarding … 

There are two matters that we feel we should bring to your attention 

I am extremely concerned that … 

I am afraid that … 

The problem is … 

Unfortunately … 

I was very disappointed with … 

	Main Part 
justify your complaint and provide as much detail as necessary in order for the addressee to understand your problem 
	The problem is that … 

I experienced that following problems … 

Firstly, … Secondly, … Thirdly, … 

There may be a misunderstanding about … 

Moreover, … 

In addition, … 

However, … 

Much to our annoyance, however, … 

I am sorry to have to inform you that … 

This is why I am considering … 

I really believe … 

Considering how much I paid … 

… is unacceptable 

I am more than disappointed with … 

	Conclusion
a specific demand for action 
	I would be grateful if you could help me in this matter … 

I would be grateful if you could give us some explanation, … 

I believe that I should receive a refund. 

I look forward to receiving your suggestions as to how the situation can be put right … 

I feel I am entitled to compensation … 

I do not usually complain, but, given all the inconvenience, I am sure you will be interested in my comments.

	Complimentary Close 
	Thank you for your cooperation / trouble. 

I look forward to your reply and a refund / resolution of my complaint. 

I look forward to hearing from you soon / as soon as possible. 

I look forward to receiving an apology and a correction of the facts. 

I look forward to your response. 

Yours faithfully, 

Yours sincerely, 

(Best) Regards, 


Richard Wright

211 South Avenue

373430 Los  Angeles

Grand Hotel 

Attn.: Charles Simmer 

Castle Road 

37434 Saint Louis 

Thursday, 29 April, 2013

Complaint
Dear Mr. Simmer,

I am writing to you concerning our recent stay at your hotel from 8th to 14th April. My wife and I enjoyed the spectacular landscape and the hiking very much, but there are two matters that we feel we should bring to your attention.

Firstly, we had hoped for a break from our busy lives, and indeed, the catalogue promised quietness. Much to our annoyance, however, we were awakened several times each night by the noisy beat of the music coming from your discotheque. We understand that people want to have fun, but is it really necessary to play rap music at such a volume? Although we immediately brought this to your disk jockey´s attention, conditions did not change during our entire stay.

Secondly, we were surprised to find our bathroom quite filthy on our arrival. When we wanted to have it cleaned, no cleaning staff were on duty. 

We would be grateful if you could give us some explanation, as it is a pity when your hotel is so beautifully situated and service is so good in other areas. 

I look forward to hearing from you soon.

Yours sincerely,

Richard Wright 
