Date

Your name

Your Address

Ms. Mary Smith. Dir. of Customer Service

ABC Company

Address

Address

Dear Ms. Smith,

I’m writing to tell you of a recent experience I had that concerns your company, and to make a request.

After doing research on several department store companies, I have decided that I will not purchase from ABC Company any longer. I discovered that the ABC Company only has two females on the corporate Board of Directors, out of 25 Board seats. That is very troubling to me, and I’ve decided to support companies who have a corporate culture that I can agree with, especially as it concerns the treatment of women employees. 
My request is that ABC Company review its policies, hiring and promotion practices, and board appointment practices so that women are more fairly represented at all levels – especially at the highest levels. 
I would appreciate a response to this letter and the concerns it raises. My address is above, and my phone is 817-111-1111, and my email address is name@domain.com. 
Sincerely,

[signature]

Jane Doe

