
Letter of Concern 

Date: [Insert Date] 

[Recipient's Name] 

[Recipient's Title] 

[Company/Organization Name] 

[Address] 

[City, State, ZIP Code] 

Dear [Recipient's Name], 

I am writing to express my concern regarding the unsatisfactory check-in process that I recently 

experienced at [Location/Facility Name] on [Date of Visit]. During my visit, I encountered 

several issues that caused significant delays and frustration. 

Specifically, [Briefly describe the issues you faced, e.g., long wait times, unhelpful staff, 

technology failures]. This experience was not only inconvenient but also affected my overall 

impression of your services. 

I believe it is essential for [Company/Organization Name] to review and enhance the check-in 

process to ensure a more efficient and enjoyable experience for all customers in the future. My 

hope is that my feedback will be taken into consideration to improve this aspect of your service. 

Thank you for your attention to this matter. I look forward to your response and any updates on 

how you plan to address these concerns. 

Sincerely, 

[Your Name] 

[Your Contact Information] 


