Template: Formal letter of complaint regarding a practitioner/firm who did not act for you

Your name

House/flat/building number and street name

Town

County

Postcode

Your telephone number

Your email address

Name of the person you are writing to

Name of the law firm

Building number and street name

Town

County

Postcode 

Today’s date

Dear Mr/Mrs/Ms [name of the relevant person]

Formal complaint against [name of practitioner or legal firm]

I am writing to make a formal complaint against [name of practitioner/firm]. 

[Name of practitioner/firm] was instructed by [insert details if known or provide any other relevant information which will allow the practitioner/firm to identify you] to [for example, act for the pursuer in a court action brought against me].

My complaint is that [detail what you think the practitioner/firm did wrong or failed to do.  Provide relevant dates and be as precise as possible.  It may be helpful to use bullet points]:

· issue 1 of complaint 

· issue 2 of complaint etc

This situation has caused me [describe how you have been affected as a result of the practitioner’s/firm’s failings or actions, and provide copies of any supporting evidence]:

In order to resolve this matter, I consider that you should [explain what you think the practitioner/firm should do to put things right for you, for example, issue an apology/provide an explanation or pay compensation to you]:

I look forward to receiving your response to my complaint within the following 28 days.  In the meantime, if you need any further information from me, please [telephone me on the above number or write to me/email me at the address shown].

Yours sincerely

Sign and print your name

