
Grievance Letter Regarding Communication 

Breakdown 

Date: [Insert Date] 

[Your Name]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number] 

[Recipient's Name]  

[Recipient's Title]  

[Company/Organization Name]  

[Company Address]  

[City, State, Zip Code] 

Dear [Recipient's Name], 

I am writing to formally express my grievance regarding a significant communication breakdown 

that has occurred within [mention specific department or project name, if applicable]. This issue 

has led to confusion, delays, and frustration among team members and has negatively affected 

our ability to meet our objectives. 

[Briefly describe the nature of the communication breakdown. Include specific examples and 

how it has impacted your work or the team.] 

I believe that effective communication is vital for the success of our organization, and I am 

concerned that this issue has not been adequately addressed. I would like to request a meeting to 

discuss this issue further and explore potential solutions to improve our communication 

processes. 

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

Sincerely, 

[Your Name] 


