Date: [Insert Date]

[Your Name]

[Your Address]

[City, State, Zip Code]
[Email Address]
[Phone Number]

[Bank's Name]
[Bank's Address]
[City, State, Zip Code]

Dear Customer Service Team,

| hope this message finds you well. I am writing to inquire about the procedures for filing a
complaint regarding a bank service issue | recently encountered. It is important for me to
understand the steps involved in addressing my concern effectively.

Could you please provide details on how to formally submit a complaint? Additionally, | would
appreciate information on the expected timeline for receiving a response and any documentation
that may be required.

Thank you for your assistance in this matter. I look forward to your prompt response.

Sincerely,
[Your Name]



