
Client Complaint Letter 

Date: [Insert Date] 

[Your Name] 

[Your Address] 

[City, State, Zip Code] 

[Email Address] 

[Phone Number] 

To: [Agency Name] 

[Agency Address] 

[City, State, Zip Code] 

Subject: Complaint Regarding Policy Concerns 

Dear [Recipient's Name], 

I am writing to formally express my concerns regarding the policies and practices of [Agency 

Name] that have directly impacted my experience as a client. As a participant in your services, I 

believe it is essential to bring to your attention the following issues that I believe require 

immediate attention. 

Firstly, [describe specific policy concern, e.g., "the requirement for excessive documentation has 

proven to be a barrier for many clients who are already facing challenging circumstances."] 

Secondly, [describe another concern, e.g., "the limited availability of service coordinators has 

resulted in delayed assistance, which is detrimental to clients in urgent need."] 

These policy issues not only affect the quality of service but also the well-being of clients who 

rely on your agency for support. I urge you to review these concerns and consider making 

adjustments to better meet the needs of the community you serve. 

Thank you for your attention to this matter. I hope to see positive changes in the near future and 

welcome a response regarding your action plans. 

Sincerely, 

[Your Name] 


