
[Your Name]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Manager's Name]  

[Company's Name]  

[Company's Address]  

[City, State, Zip Code]  

Dear [Manager's Name],  

Subject: URGENT ATTENTION REQUIRED: [Brief Description of Issue]  

I hope this message finds you well. I am writing to express my 

frustration regarding [specific issue or situation]. This matter has 

become increasingly intolerable due to [details explaining the severity].  

It is essential that immediate action be taken to address this situation, 

as [explain the consequences of inaction]. I believe that a resolution 

can be achieved through [suggest a solution or request a meeting].  

Thank you for your prompt attention to this matter. I look forward to 

your immediate response.  

Sincerely,  

[Your Name] 


