Name 

Job Title 

Landlord’s address

DATE 

Formal complaint

Dear Mr/Mrs/Ms

 I am writing to make a formal complaint about:

          • Summarise the original problem. Be as clear as you can. It is best to make it short and                              to the point.

          •  Explain why you are dissatisfied (list what you think wasn’t done properly when the             

landlord responded)

          • Explain what impact this has had on you.

In my view, you should…. (explain what you think the landlord should do to put things right. For example – apologise, complete repairs, explain something more clearly).

Please confirm that you have received this complaint and when you will be able to provide a full response.

I prefer to be contacted by letter/email/phone.

 Yours sincerely

