[Senders Name]
[Address line]
[State, ZIP Code]
[Letter Date]
[Recipients Name]
[Address line]
[State, ZIP Code]
[Subject: Normally bold, summarizes the intention of the letter] -Optional- 

Dear [Recipients Name],
I am writing to you to make a complaint against (put in whatever you are making a claim against)

I wish to make a complaint because (put down the reasons for you complaint). Also, I would like you to have a look at the accounts of my neighbors which I have enclosed for your perusal regarding this matter.

About this, I hope that you would take the necessary actions to correct it such as (put in suggestions for solutions)

I look forward to hearing from you regarding this matter.
Sincerely, 

[Senders Name]
[Senders Title] -Optional-
[Enclosures: number] -Optional- 
cc: [Name of copy recipient] -Optional-

