HOW TO WRITE A COMPLAINT LETTER TO A HOSPITAL
1. Start with Your Address and Date
At the top of the letter, write your name, address, and the date you are writing the letter. If this is a formal letter, include the hospital's address as well.
Example:
John Doe
123 Main Street
City, ZIP Code
Phone: 123-456-7890

November 23, 2024

The Hospital Manager
City General Hospital
456 Hospital Road
City, ZIP Code
2. Salutation (Greeting)
Use a formal greeting such as:
· "Dear Sir/Madam" (if you don't know the recipient's name)
· "Dear [Name of the person]" (if you know the name, e.g., "Dear Dr. Smith")
Example:
Dear Sir/Madam,
3. Introduction: State the Purpose of the Letter
In the first paragraph, briefly introduce yourself and state the reason for writing the letter. Be clear about the issue you're addressing.
Example:
I am writing to express my concern about the treatment I received during my visit to your hospital on November 10, 2024. I am a patient at your hospital and, unfortunately, I encountered several issues that I believe need to be addressed.
4. Details of the Complaint
In this section, provide specific details about the situation. Use clear, factual information and describe the problem as objectively as possible. You may want to include:
· Date and time of the incident.
· Description of the problem (e.g., long waiting times, rude staff, incorrect treatment, etc.).
· Any attempts made to resolve the issue.
Example
On the day of my appointment, I arrived at the hospital at 9:00 AM for a scheduled consultation with Dr. Brown. However, I was not seen by the doctor until 11:30 AM, despite the fact that I arrived early and had confirmed my appointment. Additionally, the nurse who assisted me was not very helpful and seemed unprepared for my treatment needs.
5. Explain the Impact
Explain how the issue has affected you. This helps the hospital understand the seriousness of your complaint.
Example:

The long wait time caused significant stress and inconvenience, especially as I had to reschedule another important appointment later in the day. Furthermore, the lack of adequate communication left me feeling frustrated and neglected.
6. Request for Resolution
In this section, be clear about what action you would like the hospital to take. Be polite but firm in your request.
Example:
I would appreciate it if you could look into this matter and ensure that future appointments are managed more efficiently. Additionally, I request an explanation for the delay I experienced and would like to know how you plan to improve the quality of patient care in your hospital.
7. Closing Statement
End your letter politely, thanking the recipient for their time and attention to the matter.
Example:
Thank you for taking the time to address my concerns. I look forward to your response and to hearing about the steps you will take to improve the service at your hospital.
8. Sign Off
Close the letter with a formal sign-off.
Example:
Yours faithfully,  
John Doe
Full Example of a Complaint Letter
John Doe
123 Main Street  
City, ZIP Code  
Phone: 123-456-7890  

November 23, 2024  

The Hospital Manager  
City General Hospital  
456 Hospital Road  
City, ZIP Code  



Dear Sir/Madam,  

I am writing to express my concern about the treatment I received during my visit to your hospital on November 10, 2024. I am a patient at your hospital and, unfortunately, I encountered several issues that I believe need to be addressed.  

On the day of my appointment, I arrived at the hospital at 9:00 AM for a scheduled consultation with Dr. Brown. However, I was not seen by the doctor until 11:30 AM, despite the fact that I arrived early and had confirmed my appointment. Additionally, the nurse who assisted me was not very helpful and seemed unprepared for my treatment needs.  

The long wait time caused significant stress and inconvenience, especially as I had to reschedule another important appointment later in the day. Furthermore, the lack of adequate communication left me feeling frustrated and neglected.

I would appreciate it if you could look into this matter and ensure that future appointments are managed more efficiently. Additionally, I request an explanation for the delay I experienced and would like to know how you plan to improve the quality of patient care in your hospital.  

Thank you for taking the time to address my concerns. I look forward to your response and to hearing about the steps you will take to improve the service at your hospital.  

Yours faithfully,  
John Doe
Key Points to Remember:
1. Use Formal Language: Be polite, clear, and professional. Avoid emotional or offensive language.
2. Be Specific: Provide clear details about what happened, when it happened, and who was involved.
3. State Desired Outcomes: Be clear about what you want the hospital to do in response to your complaint.
4. Follow the Structure: Keep the letter organized with an introduction, complaint details, and a conclusion.
5. Keep It Brief: Focus on the facts without over-explaining or writing long paragraphs.

