
Issues Resolution Request 

Date: [Insert Date] 

To: [Recipient's Name]  

[Recipient's Title]  

[Company Name]  

[Company Address] 

Dear [Recipient's Name], 

I am writing to formally request the resolution of an issue that has arisen regarding [specific 

issue or problem]. The details of the issue are as follows: 

• Issue Description: [Provide a brief description of the issue] 

• Date of Occurrence: [Insert Date] 

• Impact: [Describe the impact of the issue] 

I would appreciate your prompt attention to this matter and any steps that can be taken to resolve 

it. Please let me know if further information is required. 

Thank you for your attention to this request. I look forward to your swift response. 

Sincerely, 

[Your Name]  

[Your Title]  

[Your Company]  

[Your Contact Information] 


