FORMAL COMPLAINT
Administrative Decision-Making, Process Failure and Public-Interest Concern
Date: [Insert date]
To: [Chief Executive / Board Chair / Mayor / Minister / Complaints Manager / Agency Name]
Address: [Postal or email address]
From: [Your full name / organisation]
Address: [Postal address]
Email: [Email address]
Telephone: [Optional]
Subject: Formal Complaint Regarding [brief description of decision, action, omission, policy, process, or conduct]
Dear [Name or Title],
I write to make a formal complaint regarding the conduct, decision, action, omission, policy, process, or administrative practice described below.
This complaint is made in good faith. It seeks a lawful, fair, transparent, evidence-based response and an appropriate remedy. It is not intended to make allegations of criminal conduct or personal wrongdoing unless expressly stated and supported by verified evidence.
1. Person or Body Complained About
Organisation or public body:
[Insert name]
Relevant office-holder, manager, committee, board, employee, contractor, or decision-maker:
[Insert name or role, if known]
Decision, action, omission, or process complained about:
[Insert concise description]
Date or period involved:
[Insert date or date range]
2. Summary of the Complaint
I complain that the above matter may involve one or more of the following:
· a failure to act within lawful authority, delegated authority, policy, or statutory purpose;
· a failure to take relevant information into account;
· reliance on inaccurate, incomplete, misleading, or untested information;
· a failure to provide adequate reasons for a decision;
· inadequate consultation, notice, engagement, or opportunity for affected people to be heard;
· unfair, unreasonable, inconsistent, arbitrary, or procedurally flawed decision-making;
· a failure to identify, manage, or disclose a conflict of interest;
· a failure to consider the financial, social, environmental, regional, or long-term public-interest consequences;
· a failure to keep adequate records, provide information, or respond appropriately to requests;
· a failure to follow an applicable law, regulation, policy, code, funding agreement, procurement process, or internal procedure.
The specific grounds of my complaint are set out below.
3. Facts and Chronology
The relevant facts, to the best of my knowledge, are:
1. On [date], [describe what happened].
2. On [date], [describe any decision, communication, meeting, consultation, or action].
3. On [date], [describe the impact or further development].
4. On [date], [describe attempts already made to resolve the matter].
5. [Add further numbered events as required.]
I attach or refer to the following material in support of this complaint:
· [Document, report, email, public statement, meeting minutes, policy, contract, photograph, correspondence, Official Information Act response, or other evidence.]
· [Document.]
· [Document.]
4. Why the Matter Is Unfair, Unreasonable, or Improper
I consider the matter to be unfair, unreasonable, procedurally deficient, or otherwise improper because:
1. Authority and purpose:
[Explain why you believe the decision-maker may not have had authority, may have exceeded authority, or may have acted inconsistently with the purpose of the relevant legislation or policy.]
2. Process and fairness:
[Explain any lack of consultation, notice, hearing, disclosure, impartiality, or adequate reasons.]
3. Evidence and analysis:
[Explain information that was ignored, missing, incorrect, or inadequately tested.]
4. Public-interest impact:
[Explain impacts on people, communities, public money, public assets, regional wellbeing, democratic participation, the environment, or New Zealand’s long-term interests.]
5. Accountability and transparency:
[Explain failures in record-keeping, disclosure, reporting, conflicts management, or public accountability.]
5. Remedy Sought
I request that [name of organisation] take the following steps:
1. Acknowledge receipt of this complaint within five working days.
2. Provide a substantive written response within 20 working days, or advise in writing why more time is reasonably required.
3. Confirm the person or body responsible for investigating and determining this complaint.
4. Provide the legal authority, delegation, policy basis, and decision-making process relied upon.
5. Provide clear written reasons for the decision, action, omission, or process complained about.
6. Review whether the decision or action should be paused, reconsidered, corrected, withdrawn, or independently reviewed.
7. Identify any relevant conflict-of-interest declarations, risk assessments, consultation records, meeting minutes, reports, or advice relied upon.
8. Explain what corrective action will be taken to prevent a similar issue arising again.
9. Confirm the available internal review, appeal, complaint, audit, or independent oversight processes.
6. Request for Preservation of Records
Please preserve all records relevant to this complaint, including but not limited to:
· emails, letters, text messages, notes, reports, briefings, agendas, minutes, and meeting records;
· drafts, tracked changes, internal advice, legal advice registers, risk assessments, and decision records;
· contracts, procurement documents, funding approvals, financial analysis, and conflict-of-interest declarations;
· records held by employees, contractors, consultants, committees, boards, or associated entities.
This request is made to support a fair and accurate investigation and does not require disclosure of information that is lawfully withheld.
7. Rights Reserved and Escalation
I reserve the right to take further lawful steps if this complaint is not addressed adequately, including:
· making a complaint to the Office of the Ombudsman where the matter concerns a government agency or local authority;
· making a request under the Official Information Act 1982 or Local Government Official Information and Meetings Act 1987, where applicable;
· referring the matter to an auditor, regulator, professional body, complaints authority, or other oversight agency;
· seeking independent legal advice regarding review, appeal, or judicial review options;
· making fair and accurate public-interest statements based on verified information.
Nothing in this complaint waives any right, remedy, or obligation available under New Zealand law.
8. Preferred Resolution
My preferred outcome is a timely, transparent, evidence-based resolution that addresses the concerns raised, corrects any identified failure, and protects affected individuals, communities, public assets, and the wider public interest.
Please direct all correspondence to:
[Your name]
[Postal address]
[Email address]
[Telephone number]
Yours sincerely,

[Your full name]
[Role or organisation, if relevant]
Attachments
1. [Attachment title]
2. [Attachment title]
3. [Attachment title]
4. [Attachment title]

