Your Name

Your Address

City, State, Zip Code
Email Address
Phone Number

Date

Customer Support
Company Name
Company Address
City, State, Zip Code

Dear Customer Support,

| am writing to formally complain about an issue | have been experiencing with accessing your
online tool. On [specific date], | attempted to log into my account, but | encountered [briefly
describe the issue, e.g., "a message indicating that my account has been locked" or "an error
preventing me from completing my tasks"].

This issue has caused significant inconvenience as | rely heavily on your tool for [state purpose,
e.g., "managing my projects"]. Despite several attempts to resolve the issue, including [mention
any steps taken, e.g., resetting my password, reaching out to support], I have not been successful.

| kindly request your immediate assistance in resolving this matter. Please update me on the
status of my issue at your earliest convenience.

Thank you for your attention to this matter.

Sincerely,
[Your Name]



