
Report on Service Deficiencies 

Date: [Insert Date] 

To: [Recipient's Name] 

From: [Your Name] 

Subject: Report on Service Deficiencies Experienced 

Dear [Recipient's Name], 

I am writing to report some deficiencies in the services that I have recently experienced at 

[Service Location/Provider's Name]. I believe it is essential to bring these issues to your attention 

to help improve the overall service quality. 

Deficiency Details: 

• Date of Service: [Insert Date] 

• Nature of Deficiency: [Describe the specific issue] 

• Impact: [Explain how it affected you or others] 

• Suggested Improvements: [Provide any recommendations] 

I hope that this report will assist in identifying areas for enhancement. Thank you for your 

attention to this matter. I look forward to your response. 

Sincerely, 

[Your Name] 

[Your Contact Information] 


