
[Your Name] 

[Your Address] 

[City, State, Zip Code] 

[Email Address] 

[Phone Number] 

[Date] 

[Recipient's Name] 

[Recipient's Title] 

[Company/Organization Name] 

[Company/Organization Address] 

[City, State, Zip Code] 

Subject: Appeal for Dispute Clarification 

Dear [Recipient's Name], 

I hope this letter finds you well. I am writing to formally appeal for clarification regarding a 

dispute that has arisen concerning [provide a brief description of the issue]. 

On [date of the incident], I [describe what occurred or the decision that you are disputing]. This 

situation has resulted in [explain the impact of the dispute]. I believe that a review of [mention 

any supporting documents, evidence, or circumstances] will assist in clarifying the situation. 

I kindly request that you take the time to review my appeal, and I am hopeful for a resolution that 

reflects the facts of the matter. Should you require any further information or documentation 

from my end, please do not hesitate to contact me directly. 

Thank you for your attention to this matter. I look forward to your prompt response. 

Sincerely, 

[Your Name] 


