
Inquiry on Dispute Details 

[Your Name]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date] 

[Recipient's Name]  

[Recipient's Title]  

[Company Name]  

[Company Address]  

[City, State, Zip Code] 

Dear [Recipient's Name], 

I am writing to formally inquire about the details of a dispute associated with [briefly describe 

the dispute, e.g., account number, invoice number, etc.]. 

To better understand the situation, I would appreciate it if you could provide the following 

information: 

• [Detail 1] 

• [Detail 2] 

• [Detail 3] 

Furthermore, I would be grateful for any relevant documentation or communications that you 

might have regarding this matter. 

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

Sincerely,  

[Your Name] 


