
[Your Name]  

[Your Address]  

[City, State, ZIP Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient Name]  

[Company Name]  

[Company Address]  

[City, State, ZIP Code]  

Dear [Recipient Name],  

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

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

dispute regarding [specific issue or transaction, e.g., "the recent 

billing error on my account"].  

Details of the Issue:  

- Account Number: [Your Account Number]  

- Date of Incident: [Date]  

- Description: [Detailed explanation of the issue, including relevant 

facts, figures, and dates]  

In accordance with [relevant company policy, regulatory framework, or 

contract clause], I believe it is important for us to resolve this matter 

amicably. I request a review of this situation and a response to my 

concerns by [specific date].  

Proposed Resolution:  

[State your proposed solution or outcome you seek, e.g., "a correction to 

the billing statement and a refund of the overcharged amount."]  

I appreciate your attention to this matter and hope we can find a 

satisfactory resolution. Please feel free to contact me at [your phone 

number] or [your email address] to discuss further.  

Thank you for your prompt attention to this issue.  

Sincerely,  

[Your Name] 


