Grievance Letter

Date: [Insert Date]

[Your Name]

[Your Address]

[City, State, Zip Code]
[Your Email]

[Your Phone Number]

[Recipient Name]

[Recipient Title]
[Company/Organization Name]
[Company Address]

[City, State, Zip Code]

Dear [Recipient Name],

I am writing to formally express my grievance regarding the information provided on [specific
subject or date] which I believe to be obsolete and misleading.

Despite my efforts to clarify the matter through previous correspondence, the outdated
information has resulted in [explain the impact, e.g., confusion, financial loss, etc.]. It is crucial
for [specific context] to rely on up-to-date and accurate information for [explain reasons].

| kindly request that you address this issue promptly by [suggest a resolution, e.g., providing
updated information, conducting a review, etc.]. | believe that resolving this matter will benefit

all parties involved.

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

Sincerely,
[Your Name]



