
Payment Authorization Concern Escalation 

Date: [Insert Date] 

To: [Manager/Supervisor's Name] 

From: [Your Name] 

Subject: Escalation of Payment Authorization Concerns 

Dear [Manager/Supervisor's Name], 

I am writing to formally escalate my concerns regarding the payment authorization process 

related to [specific transaction or project]. 

Despite multiple attempts to resolve this issue, including [briefly describe previous attempts to 

address the issue], I have not received a satisfactory resolution. The details of the concern are as 

follows: 

• Transaction ID: [Insert Transaction ID] 

• Date of Transaction: [Insert Date] 

• Amount: [Insert Amount] 

• Description: [Insert Description of the Payment Concern] 

Given the urgency of this matter, I kindly request your immediate attention and assistance in 

resolving this issue. Your support is crucial in ensuring that the payments are processed in a 

timely manner. 

Thank you for addressing this concern. I am looking forward to your prompt response. 

Sincerely, 

[Your Name] 

[Your Job Title] 

[Your Contact Information] 


