Sample Letter Addressed to the Person Responsible of your Department
(Date)
Madam OR Sir (Name of the Person Responsible of your Department)

(Title)

(Department)

(Establishment)

(Address)

SUBJECT:
Complaint Regarding the Indoor Air Quality (IAQ) of the (____________) Department
Hello,

You will find enclosed a copy of the form entitled “Declaration of Health Problems due to Indoor Air Quality” with the description of the symptoms experienced by many people in this department since at least (indicate the duration in weeks or months). You will notice that many employees are complaining of (indicate the symptoms that many people have experienced).

We ask that you act immediately in the concerned department in order to settle this complaint. This form should be added to the work incidents and accidents log book. 
Thanking you in advance for your cooperation,
Signed by
Extension 
Encl.
