
[Your Name]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient's Name]  

[Recipient's Position]  

[Company/Organization Name]  

[Company/Organization Address]  

[City, State, Zip Code]  

Dear [Recipient's Name],  

Subject: Dispute Resolution Regarding [Brief Description of Dispute]  

I am writing to formally address a dispute that has arisen concerning 

[briefly describe the nature of the dispute, e.g., contract terms, 

service issues, etc.].  

[Provide a detailed account of the situation, including relevant dates, 

agreements, and communications].  

Despite my attempts to resolve this matter informally by [describe any 

previous attempts at resolution], I believe it is necessary to escalate 

the issue to ensure a fair resolution.  

Therefore, I kindly request a meeting or discussion to address this 

dispute. I am hopeful that we can resolve this matter amicably and reach 

a mutually agreeable solution.  

Please let me know a convenient time for us to discuss this further. I 

appreciate your attention to this matter and look forward to your prompt 

response.  

Sincerely,  

[Your Name]  

[Your Position, if applicable] 


