
[Your Name]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient's Name]  

[Recipient's Title/Position]  

[Company/Organization Name]  

[Address]  

[City, State, Zip Code]  

Dear [Recipient's Name],  

**Subject: Urgent Attention Required: Gnat Infestation**  

1. **Introduction**  

 - Briefly introduce the issue of the gnat infestation.  

 - State the purpose of the letter.  

2. **Description of the Problem**  

 - Detail the extent of the infestation (location, duration, etc.).  

 - Mention any previous attempts to resolve the issue.  

3. **Health and Safety Concerns**  

 - Discuss potential health implications.  

 - Highlight any disruptions to daily life or business operations.  

4. **Request for Action**  

 - Specify what action you are requesting (e.g., inspection, treatment 

plan).  

 - Offer availability for a follow-up meeting or discussion.  

5. **Closing Remarks**  

 - Thank the recipient for their attention to the matter.  

 - Express urgency and expectation for a prompt response.  

Sincerely,  

[Your Name]  

[Your Title/Position, if applicable] 


