Sample Letter Addressed to the Person Responsible for the APTS SST’s Parity Committee or to the Co-Chair 
(Date)

Madam OR Sir (Name of the Person Responsible for the APTS SST’s Parity or to the Co-Chair)
(Title)

(Department)

(Establishment)

(Address)

SUBJECT: Indoor Air Quality (IAQ) of the _____________ Department
Hello,
We have recently filed complaints with the establishment’s responsible parties regarding indoor air quality problems we have encountered in our department. Many employees have complained of various symptoms (list the symptoms here) that require your immediate attention. We ask that you take the necessary measures to solve this problem.

Thanking you in advance for your cooperation,
Signed by
Extension
