
[Your Name]  

[Your Address]  

[City, State, ZIP Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient Name]  

[Recipient Title]  

[Company/Organization Name]  

[Company Address]  

[City, State, ZIP Code]  

Dear [Recipient Name],  

Subject: Complaint Regarding Record-Keeping Practices  

I am writing to formally express my concerns regarding the record-keeping 

practices at [Company/Organization Name]. Despite my appreciation for 

your services, I have observed discrepancies in the management of records 

that I believe require immediate attention.  

[Briefly describe the specific issue you are facing related to record-

keeping, including any relevant dates, names, and the nature of the 

problem.]  

Furthermore, I believe that these issues could potentially lead to 

misunderstandings and may impact the trust and efficiency expected from 

your organization. It is crucial for both clients and your team that 

accurate and reliable information is maintained.  

I kindly request that you investigate this matter promptly and take the 

necessary steps to improve the current record-keeping practices. I 

appreciate your attention to this matter and look forward to your timely 

response.  

Thank you for your understanding.  

Sincerely,  

[Your Name]  

[Your Title/Position, if applicable] 


