(Insert your name)

(Insert your address)

(Insert your postcode)

(Insert your telephone number)

(Insert date)

(Insert Taxi Company Manager or name if known) 

(Insert Taxi Company’s name)

(Insert Address)

(Insert Postcode)

Dear (Insert name if known or Sir/Madam)

Subject: Taxi Complaint
I am writing regarding a recent taxi journey that I took. Insert the following information

· the taxi’s licence plate number

· the driver’s licence number (normally shown on their badge)

· time, date and location of the incident

Insert a brief description of events.
I look forward to hearing from you and would welcome a response within 15 working days. 

Yours sincerely

(Insert signature)


(Print name and Surname)

