
Complaint Letter Regarding Executive 

Meeting Facilities 

Date: [Insert Date] 

To: [Recipient's Name] 

Company: [Company Name] 

Address: [Company Address] 

Dear [Recipient's Name], 

I am writing to formally express my concerns regarding the facilities provided for our recent 

executive meeting held on [Insert Date of Meeting]. 

Unfortunately, several issues arose that hindered the overall effectiveness of our discussions. The 

primary concerns included: 

• Inadequate seating arrangements for all attendees. 

• Technical difficulties with the presentation equipment. 

• Insufficient lighting in the meeting room. 

These shortcomings not only disrupted the flow of our meeting but also reflected poorly on the 

professionalism expected during executive discussions. I believe that investing in better facilities 

will significantly enhance our future meetings. 

Please investigate these matters and consider necessary improvements. I appreciate your 

attention to this issue and look forward to your prompt response. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Company] 

[Your Contact Information] 


