
Formal Complaint Letter 

[Your Name] 

[Your Address] 

[City, State, Zip Code] 

[Email Address] 

[Phone Number] 

[Date] 

Office of [Relevant Department/Agency Name] 

[Department Address] 

[City, State, Zip Code] 

Dear [Recipient's Name], 

I am writing to formally express my concern regarding the misunderstandings related to [specific 

policy or issue] that have arisen within the current framework of the state policies administered 

by your department. 

As a resident of [Your State/Location], I have encountered numerous instances where the 

application of this policy has led to confusion and unintended consequences, particularly 

regarding [describe specific experiences or issues]. This has prompted me to seek clarification 

and resolution. 

It is imperative that the policies are communicated clearly and implemented consistently to avoid 

further misunderstandings among constituents. I kindly request a thorough review of the relevant 

policies and practices to ensure that they reflect the intended guidelines. 

I appreciate your attention to this matter and look forward to your prompt response. Thank you 

for your commitment to serving the community. 

Sincerely, 

[Your Name] 


