18 . frerraa-us ( Letters of Complaints )
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1. It is with great agony that | wish to bring to your kind notice the
callousness shown by some employee of your Deptt .

2. | am pained to draw your attention to the following lapse
committed by your men .

3T U2 fAqar | st derefith Targd:

3. For the last fifteen days......... (mention the cause) and in spite of
my several reminders no action has been taken by your men .

4. In spite of my repeated oral complaints and your department’s oral
assurances no concrete action has been taken yet to solve this
problem .

5. It is indeed sad that your department has turned a deaf ear to our
written complaint followed by several reminders .
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6. It is really surprising that such an efficient department as that of
yours is not heeding to our complaints. Please get the needful
done without any further loss of time .

7. ltis difficult to believe that such thing should have happened under
your efficient control. Please get the needful done at the earliest .

8. | can hardly believe that a department like yours which is reputed
for its efficiency should be taking so much time in doing the

needful .

U T GHTGA fAwraa & ofter R gt S hr Surasmett & a1y fifSig:
9. I am quite hopeful that you will take a prompt action and oblige .
10. | feel confident of receiving a favourable and helpful reply .
Sample Letter




Dear Sir,

It is with great agony that | wish to bring to your kind notice the
callousness shown by your Deptt’s personnel. (1) For the last fifteen days
my phone is lying dead and in spite of several reminders no action has
yet been taken by your men. (3) It is really surprising that such an efficient
Deptt. as that of yours is not heeding to our complaints. Please get the
needful done without any further loss of time. (6).

Yours faithfully,



