Grievance Redressal Letter

Date: [Insert Date]

To: [Recipient's Name]

Designation: [Recipient's Designation]
Company Name: [Insert Company Name]

Address: [Insert Address]

Subject: Grievance Redressal for Policy Dispute

Dear [Recipient's Name],

I hope this message finds you well. I am writing to formally address a grievance regarding a
recent policy dispute that has arisen pertaining to [briefly describe the policy issue].

The specifics of my complaint are as follows:

e Policy Number: [Insert Policy Number]

o Date of Incident: [Insert Date]

o Details of the Dispute: [Provide a concise explanation of the issue]
Despite my previous attempts to resolve this matter, I have not received a satisfactory response.
This has led to significant inconveniences, and | would appreciate your urgent attention to
resolve this issue.

| request that you review my case and provide a formal response by [insert a specific date]. |
believe a fair resolution can be reached promptly.

Thank you for your attention to this matter. | look forward to your swift response.
Sincerely,

[Your Name]

[Your Address]

[Your Contact Information]

[Your Email Address]



