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 A complaint letter is a letter written to concerned authorities if we are not satisfied 

with the service provided by them. These letters are usually formal in nature. 

Sometimes when we order a product and it is received defective then we write the 

letter to the related person or company, complaining about the product. Hence, 

appropriate action will be taken by the concerned department for the complaint 

raised. 
 

Format of Complaint Letter 

The letter of complaint format is a formal letter written to the concerned authority if 

you have any problems/ dispute/mistakes/misbehaviour or any kind of complaint. The 

format to write the letter is given below: 

 

 
 

How To Write A Complaint Letter? 

The tips to write the format of complaint letter are: 

 Write the letter in a polite manner. Though you have a complaint regarding 

something and you are frustrated, but if you write the letter politely then it 

gives a good impression to the concerned person and chances of getting a 

resolution are also good. 

 Always introduce yourself first at the left of the letter 



 Never forget to mention the date of writing the letter 

 The letter of receiver or recipient should be properly mentioned along with 

Pincode. 

 Mention the purpose of writing a letter in the subject line 

 Start the letter with a salutation or proper greeting. 

 Write the first paragraph by introducing yourself, and then writing the purpose 

of writing the letter. It should be very loud and clear. 

 In the second paragraph give a brief description of the complaint and what 

problems it is causing to you. Do not deviate from the main topic. 

 The third paragraph should include the conclusion part, where you state the 

resolution for your problem. 

 Close your letter by thanking the person for giving time to the letter. 

 Check the grammar and spelling mistakes if any. 

 You can highlight the important points in the letter, to grab the quick attention 

of the reader. 

 Present the letter in a proper format. 
 

 

Question 1. 

You bought a refrigerator two months back from Mohan Sales, Ashok Vihar, Banglore. 

It has developed certain problems regarding its functioning. Cooling has stopped and 

it is making a lot of noise. Write a letter of complaint to the Manager asking him for 

immediate repair/replacement of the same. You are Sachin/Sanchita, 61 Pratap 

Enclave, Bangalore. 

Question 2. 

You are Raghav/Renu Sharma, President, RWA, C Block, Janak Puri, New Delhi. The 

main park in your locality which was once a model park lies in a state of utter neglect. 

It has lost its beauty and has become a permanent resting place for stray animals. 

Write a letter to the Municipal Commissioner requesting him to instruct the 

horticulture department to take prompt action and restore the park to its original 

condition. 

 

Write ANY ONE. 

Leave Application: Leave letter for school is the application letter written by 

students of the school to their principal or headmaster to get leave for the short 

term. School leave letters are addressed to notify about a student’s absenteeism in 
school for a limited time. This letter is either written to the Principal or to the class 

teacher. It is usually suggested that the parents should write the leave letter and put 

their signature in the same before giving it to the concerned person. 

SAMPLE  

Sender’s Address 

Date  



The Principal, 

[Name of the school] 

[Address] 

Subject: Application for leave. 

 

Sir/Madam, 

 

I am a student of class [Your class and section] in your school. Next week, my cousin’s 
marriage has been scheduled at Delhi and I want to attend it. Therefore, it is not 

possible for me to attend school from [start date] to [end date]. Therefore, you are 

requested to kindly grant me leave for [number of days] days so that I can attend my 

family function. I shall be really thankful to you. 

Thanking you 

Yours obediently 

[Your Name] 

Question 1.  

Write an application for a week’s leave to the Principal of your school as you are 
unable to attend school because of viral fever. 

Question 2.  

Write an application to the Vice-Principal of your school requesting him/her to grant 

you two days leave to attend your brother’s marriage.  
Write ANY ONE. 
 

CONTENT PREPARED AT HOME. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

 

 


