To: (insert @madl sddrass)
Subject: Customer Service Complaint

Dear (insert name),

| am wrding 1o you today to explain about a bad expenence | had at (insert
hotelrestaurant/company Nama) on (nsan date) whiks | was busy (gree datails of what
you were doing).

It is appalling to witnass an employes (insert employes name if known) of such a
respecied chain/company to behave in such a manner. (give details of what ooturred). |
was both shocked and dsappointed o have been treated in this way and believe you
should be made awsare of your employee’s achions.

| trust that this is not the way that (insert company name | does busingss and that you
will mention my concern with (insert employee name) about the incident. | am open to
discussing the matter further and should hope that you will respond with a scluton to
prévent this incdent happening again.

| look forward to hearing from you.
Sincergy.

(insart name)
(insert contact cetals )



