Your Name

Your Address

City, State, Zip Code
Email Address
Phone Number

Date

Recipient's Name
Company Name
Company Address
City, State, Zip Code

Dear [Recipient's Name],

| hope this message finds you well. 1 am writing to formally request improvements in the service
provisions offered by [Company Name]. As a valued customer, | have always appreciated the
services you provide, but I believe there are areas where enhancements could greatly benefit
your clientele.

Specifically, 1 would like to address the following points:

« Improvement in response time for customer service inquiries.

e Increase in the availability of products/services.

« Higher quality of service during peak hours.
These changes could not only improve customer satisfaction but also enhance the overall
reputation of your esteemed company. | appreciate your attention to this matter and look forward
to your response.

Thank you for considering my request.

Sincerely,
[Your Name]



