Grievance Letter

Date: [Insert Date]

To,

[Recipient's Name]
[Company/Organization Name]
[Address Line 1]

[Address Line 2]

Dear [Recipient's Name],

| am writing to formally express my grievance regarding the inaccurate details | received on
[insert specific date or reference]. The information provided has caused confusion and has
impacted my [insert specific impact -- e.g., work, decision-making, etc.].

Specifically, 1 would like to address the following inaccuracies:

e [Inaccuracy #1 with brief explanation]
e [Inaccuracy #2 with brief explanation]
e [Inaccuracy #3 with brief explanation]

| kindly request a revision of the information provided, along with an explanation of how this
occurred. | believe addressing this issue promptly will help prevent further misunderstandings in
the future.

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

Sincerely,

[Your Name]

[Your Address Line 1]
[Your Address Line 2]
[Your Contact Information]



