
[Your Name]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient's Name]  

[Company's Name]  

[Company's Address]  

[City, State, Zip Code]  

Dear [Recipient's Name],  

Subject: Dispute Resolution Regarding [Brief Description of the Issue]  

I hope this letter finds you well. I am writing to formally address a 

concern regarding [specific issue], which has led to a dispute that I 

believe requires resolution.  

On [date of occurrence], [provide a brief description of the situation, 

including relevant details such as product/service involved, transaction 

numbers, and any previous communications].  

Despite my attempts to resolve this through [methods you previously 

tried], I have not received a satisfactory response. I believe this 

situation merits a reevaluation, and I am hopeful we can find an amicable 

solution.  

I kindly request [specific resolution you seek], and I believe this will 

adequately address the issue at hand. I appreciate your attention to this 

matter, and I am eager to work together to achieve a fair resolution.  

Thank you for your prompt attention to this issue. I hope to hear from 

you by [specific date] to discuss this further.  

Warm regards,  

[Your Signature (if sending a hard copy)]  

[Your Printed Name] 


