
Complaint Regarding Errors in Data Entry 

Date: [Insert Date] 

[Your Name] 

[Your Address] 

[City, State, Zip Code] 

[Your Email] 

[Your Phone Number] 

[Recipient Name] 

[Company/Organization Name] 

[Company Address] 

[City, State, Zip Code] 

Dear [Recipient Name], 

I am writing to formally complain about several errors that have occurred in data entry related to 

[specific details about the data in question, e.g., "customer information for the month of 

September"]. These errors have caused [briefly state the impact of the errors, e.g., "significant 

issues with billing accuracy and customer satisfaction"]. 

Upon reviewing the records, I found the following discrepancies: 

• [Error 1: Description] 

• [Error 2: Description] 

• [Error 3: Description] 

I request that you investigate these issues as soon as possible and take corrective action to rectify 

the data. Additionally, I would appreciate a response outlining how these errors occurred and 

what measures will be implemented to prevent future occurrences. 

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

Sincerely, 

[Your Name] 


