*Complaint*

[Your address]

[Organisation’s name]
[Organisation’s address]
[Date]

Dear [name of the person you are writing to],

I am writing to seek your help in resolving a problem that I am currently experiencing at work. It is a problem that is causing me some distress and that I have been unable to resolve without bringing to your formal attention. Writing this letter is therefore a last resort, although I hope in doing so we can deal with the issue quickly and amicably.

[Explain the issue you are having, include all relevant dates, names and facts. Try to be as comprehensive as you can.]

I tried to resolve this matter informally by [insert how you have already tried to sort your issue], but I have yet to receive a satisfactory outcome. 

I am very upset about this and whilst I usually enjoy my work, I am now finding the workplace a challenge.  

I would like to meet with you to determine how this matter can be resolved. [If you would like to be accompanied to this meeting, state this here. For example, by an appointed advocate or union representative.] I would like to receive written acknowledgement of this complaint and details of when we can meet to begin finding a resolution within 14 days of this letter. 

Yours sincerely,



[Your name]
