Sample Letter Addressed to the Person Responsible for Technical Departments of your Establishment
(Date)

Madam OR Sir (name of the Person Responsible for Technical Departments)

(Title)

(Department)

(Establishment)

(Address)

SUBJECT: Complaint Regarding the Indoor Air Quality (IAQ) of the     _____________ Department
Hello,
We have just advised the person responsible of our department of indoor air quality problems, by submitting the form entitled “Declaration of Health Problems due to Indoor Air Quality”. You will find a copy of this form enclosed. We ask that you act as soon as possible in order to settle this complaint. We would also like to attend the meetings where the evaluation and control of our indoor air quality problems will be addressed.
Lastly, we hereby request a copy of our department’s ventilation system configuration.

Thanking you in advance for your cooperation,
Signed by
Extension
Encl.
