[Your Name]
[Business/home address]
[Contact]
Dear Mark,
21st Century Solution,
[bookmark: _GoBack]I am writing this letter to you with the utmost disappointment and dissatisfaction with your company’s performance with regard to my home renovation. I signed the contract with you one month before on the 1st of July and we both agreed to comply with each other’s requirements and expectations.
The deal was to renovate two washrooms, the living room, and the sunroom and according to the details, you had to complete it within 20-days. It has been over 30-days now and the work is continuing.
Despite my verbal requests, you failed to do your job as we both decided to push me to give you a written warning. Please complete the project within 3-working days or you shall be penalized according to the contract.
Should you have any questions, please feel free to contact me at [X]
Sincerely,
Joe Fox
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