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Dear MACROBUTTON  DoFieldClick [Recipient Name]:

You will recall that you and I have discussed at least four times during the past eight months the low quality of service provided by your company. After each conversation, service improved for a short time, only to revert to the standard that brought about my original complaint.

I will summarize in this letter my previous complaints about your performance. You may wish to refer to our contract as you read my comments.

1. Windows. According to the contract, all windows are to be cleaned once a month. This is not being done. Often from six to eight weeks elapse between cleanings. Even when the windows are cleaned, the job is less than satisfactory. But you are aware of this—you’ve seen the results on several occasions and always promised a better job “next time.” It has not happened.

2. Floors. The floors throughout the building are to be cleaned after each workday—the carpeting is to be vacuumed and tile and wood floors cleaned with special solvents. Although your service people do show up each day, their efforts can only be described as careless.

3. Furniture and Equipment. Furniture and equipment are to be dusted or vacuumed daily, and once a month desks, chairs, tables, and other furniture are to be cleaned and polished. Neither of these two contract stipulations is being met to my satisfaction.

4. Walls and Drapes. Walls and drapes are to be vacuumed every week. I’m convinced that this is not being done in several offices.

5. Miscellaneous. I could mention a dozen other cleaning responsibilities that are not being met satisfactorily—pictures, glass-fronted cabinets, lavatories, and ash trays, for example.

I call your attention to paragraph 7c in the contract, Mr. Westbury, in which the provisions for revocation of the contract are described. I do not like to consider such a possibility, but I must, unless I have your written assurance that all provisions of the contract will be met.

I am willing to meet with you once more to discuss this situation and again point out to you why we are not satisfied with the present arrangement. I assure you that this is a matter of some urgency to me.

Sincerely,
 MACROBUTTON  DoFieldClick [Your Name]
MACROBUTTON DoFieldClick [Title]
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