Executive Complaint Letter

Date: [Insert Date]

[Your Name]

[Your Position]

[Your Company Name]
[Your Address]

[City, State, Zip Code]
[Email Address]
[Phone Number]

[Recipient's Name]
[Recipient's Position]
[Recipient's Company Name]
[Recipient's Address]

[City, State, Zip Code]

Dear [Recipient's Name],
| am writing to formally express my concerns regarding a breach of agreement that has occurred
between our organizations. On [insert date of agreement], we entered into a contract concerning
[briefly describe the nature of the agreement].
However, | have noted several violations that have impacted our working relationship, including:
e [Detail violation #1]
o [Detail violation #2]
e [Detail violation #3]

These breaches have resulted in [explain consequences of the breach]. | believe it is crucial to
resolve these issues promptly to avoid further complications.

I kindly request a meeting to discuss this matter and explore potential solutions. Thank you for
your attention to this important issue, and I look forward to your prompt response.

Sincerely,

[Your Name]
[Your Position]



