
Grievance Letter Concerning Violation of 

Contractual Terms 

Date: [Insert Date] 

[Your Name]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number] 

[Recipient's Name]  

[Recipient's Position]  

[Company/Organization Name]  

[Company Address]  

[City, State, Zip Code] 

Dear [Recipient's Name], 

Subject: Grievance Concerning Violation of Contractual Terms 

I am writing to formally express my grievance regarding a violation of the contractual terms as 

outlined in our agreement dated [Insert Contract Date]. It has come to my attention that [describe 

the specific terms that have been violated, providing necessary details such as dates, nature of the 

violation, and the impact it has on you]. 

As per our contract, [insert relevant contractual clauses that have been violated]. Despite my 

attempts to address this issue informally by [mention any previous communication or attempts to 

resolve the issue], no satisfactory resolution has been achieved. 

I urge you to address this matter promptly and rectify the situation within [insert a suggested 

timeframe for resolution]. Failure to do so may compel me to explore other avenues for 

resolution, including [mention potential actions you may pursue, such as legal action or reporting 

to relevant bodies]. 

I look forward to your prompt response and a resolution to this grievance. Thank you for your 

attention to this matter. 

Sincerely, 

[Your Signature (if sending a hard copy)]  

[Your Printed Name] 


