To
[The Recipient]
[Company/organization Name]
Dear [Recipient Name],
I am writing this letter to inform you that I am very disappointed with the behavior of your receptionist. I was visiting your dental clinic for the last six months but last night she turned out to be extremely rude to me. My name is [X] and I am your regular patient. I am suffering from a severe teeth infection. You prescribed me to undergo a root canal this week. I was in pain, and I wanted my treatment to be as soon as possible.
Following your instructions, I contacted you and you gave me the appointment for 5th October. My appointment day was Monday when I came to your clinic on time the receptionist told me a new story. He said that you canceled my appointment and forgot to inform me about this matter. This level of negligence and irresponsibility was shocking for me because it was a matter of my health.
As you know that everyone is very conscious about their health. I am still in pain and I request you to take action on this matter. I want my appointment on an urgent basis. Kindly give me an appointment as soon as possible so I will be able to recover as fast as I can. I am looking forward to hearing some good news from you. Thank you for your time. 
Regards,
[Your Name]
[Position]
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