
Request for Compensation 

Date: [Insert Date] 

[Your Name] 

[Your Address] 

[City, State, Zip Code] 

[Email Address] 

[Phone Number] 

[Recipient's Name] 

[Company's Name] 

[Company's Address] 

[City, State, Zip Code] 

Dear [Recipient's Name], 

I am writing to formally request compensation for the service violations that I experienced on 

[insert specific date(s)]. My experience with [briefly describe the service or product] did not 

meet the standards expected, resulting in [describe the impact, e.g., financial loss, 

inconvenience]. 

According to [refer to relevant policy or agreement], I believe I am entitled to compensation for 

[specify reasons]. I have attached relevant documents to support my claim. 

I appreciate your attention to this matter and anticipate your prompt response. I look forward to 

resolving this issue amicably. 

Thank you for your consideration. 

Sincerely, 

[Your Name] 


