
Client Escalation Protocol for Urgent 

Resolutions 

Date: [Insert Date] 

To: [Recipient's Name] 

From: [Your Name] 

Subject: Urgent Escalation - [Brief Description of Issue] 

Dear [Recipient's Name], 

I hope this message finds you well. I am reaching out to escalate an urgent matter regarding 

[describe the specific issue or concern]. Despite previous attempts to resolve this issue, [briefly 

explain previous communication or actions taken]. 

Given the nature of this situation, I firmly believe that it requires immediate attention. The key 

points to consider are as follows: 

• Issue Description: [Detailed description of the issue] 

• Impact: [Description of how this affects the client, service, etc.] 

• Previous Actions: [List actions taken previously to resolve the issue] 

• Desired Outcome: [Explain what resolution you are seeking] 

We value our relationship and appreciate your urgent attention to this matter. Please let me know 

how we can work together to expedite a resolution. I am available for a call or meeting at your 

earliest convenience. 

Thank you for your prompt attention to this urgent issue. 

Sincerely, 

[Your Name]  

[Your Position]  

[Your Company]  

[Your Contact Information] 


