
[Your Name]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient Name]  

[Recipient Title]  

[Organization/Company Name]  

[Address]  

[City, State, Zip Code]  

Dear [Recipient Name],  

I hope this letter finds you well. I am writing to formally express my 

concerns regarding [specific issue related to OEC].  

[Paragraph 1: Briefly describe the situation that prompted your 

complaint. Include relevant details such as dates, names, and any prior 

communication related to the issue.]  

[Paragraph 2: Explain the impact of this issue on you or others. Provide 

any evidence or examples that support your claim and illustrate the 

seriousness of the complaint.]  

[Paragraph 3: State your expectations and what actions you believe should 

be taken to resolve the issue. Be specific about what you hope to see 

happen and any timelines involved.]  

Thank you for your attention to this matter. I look forward to your 

prompt response and a resolution to my complaint.  

Sincerely,  

[Your Name] 


