[Your Name]
[Your Address]
[City, State, Zip Code]
[Email Address]
[Phone Number]
[Date]
[Recipient Name]
[Company Name]
[Company Address]
[City, State, Zip Code]
Dear [Recipient Name],
| am writing to address the service problems I have encountered regarding [specific issue].
Despite my previous communications, these issues remain unresolved, and | would appreciate
your prompt attention to this matter.
To summarize, the problems include:
e [Problem 1]
e [Problem 2]
e [Problem 3]
| value the relationship I have built with your company and am hopeful for a swift resolution.
Please inform me of the steps you will take to address these issues and the timeline I can expect
for resolution.
Thank you for your attention to this matter. | look forward to your prompt response.

Sincerely,

[Your Name]



