
[Your Name]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient's Name]  

[Company/Organization Name]  

[Company Address]  

[City, State, Zip Code]  

Dear [Recipient's Name],  

Subject: Adjustment Letter for Ahmed  

I hope this message finds you well. I am writing to formally request an 

adjustment regarding [specific issue or concern related to Ahmed, e.g., 

billing error, service issue, etc.].  

On [date of incident or issue], we encountered a problem regarding 

[briefly describe the issue]. This situation has caused [briefly describe 

how it has affected Ahmed, e.g., inconvenience, financial impact, etc.].  

I kindly ask that you review this matter and consider my request for 

[specific adjustment sought, e.g., a refund, correction of the issue, 

etc.]. I believe that with your assistance, we can resolve this matter 

satisfactorily.  

Thank you for your attention to this important issue. I look forward to 

your prompt response.  

Sincerely,  

[Your Name]  

[Your Position, if applicable] 


