
Grievance Submission Letter 

Date: [Insert Date] 

To: [Insert Recipient's Name] 

[Insert Recipient's Title] 

[Insert Organization Name] 

[Insert Organization Address] 

[Insert City, State, Zip Code] 

Dear [Insert Recipient's Name], 

I am writing to formally submit a grievance regarding an issue that has arisen in relation to 

international trade operations involving [Insert Your Company Name] and [Insert Trade Partner's 

Company Name]. 

The issue pertains to [briefly describe the nature of the grievance, e.g., unfair trade practices, 

tariff disputes, violations of international agreements]. Specifically, on [Insert Date of Incident], 

[provide details of what happened, including any relevant documentation or evidence]. 

As a result of this situation, [explain the impact of the grievance on your company, such as 

financial losses, operational disruptions, etc.]. We believe it is crucial to address this matter to 

ensure fair trading practices and compliance with international trade regulations. 

We have attempted to resolve this issue amicably by [mention any previous attempts to resolve 

the issue], but unfortunately, we have not reached a satisfactory resolution. 

We kindly request your assistance in investigating this matter and taking appropriate action to 

rectify the situation. Please find attached [list any documents you are attaching, such as 

contracts, correspondence, invoices, etc.] for your reference. 

Thank you for your attention to this urgent matter. I hope to hear from you soon regarding the 

next steps in this process. Should you require any further information, please do not hesitate to 

contact me at [Insert Your Phone Number] or [Insert Your Email Address]. 

Sincerely, 

[Insert Your Name] 

[Insert Your Title] 



[Insert Your Company Name] 

[Insert Your Company Address] 

[Insert City, State, Zip Code] 


