
Quick Service Adjustment Request 

Date: [Insert Date] 

[Your Name] 

[Your Address] 

[City, State, Zip Code] 

[Email Address] 

[Phone Number] 

[Recipient's Name] 

[Recipient's Position] 

[Company's Name] 

[Company's Address] 

[City, State, Zip Code] 

Dear [Recipient's Name], 

I hope this letter finds you well. I am writing to request a quick adjustment regarding my recent 

service experience with [Service/Product Name] on [Date of Service]. 

Unfortunately, [brief description of the issue or adjustment needed]. I believe an adjustment is 

warranted due to [brief explanation of reasons]. 

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

regarding the adjustment. Please feel free to contact me at [Your Phone Number] or [Your Email 

Address] if you require further details. 

Thank you for your assistance. 

Sincerely, 

[Your Name] 


