
Request for Resolution of Appointment 

Mishaps 

Date: [Insert Date] 

To: [Recipient's Name] 

Position: [Recipient's Position] 

Company/Organization: [Recipient's Company/Organization] 

Address: [Recipient's Address] 

Dear [Recipient's Name], 

I hope this message finds you well. I am writing to formally request your assistance in resolving 

some recent mishaps concerning my appointments. On [insert specific dates], I experienced 

issues that included [briefly describe the nature of the mishaps]. 

These incidents have caused [explain the impact of the mishaps briefly]. I believe that addressing 

these issues can enhance our communication and scheduling processes moving forward. 

I would greatly appreciate your support in rectifying these matters at your earliest convenience. 

Please let me know a suitable time for us to discuss this further, or if there are any additional 

steps I need to take from my side. 

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

Sincerely, 

[Your Name] 

[Your Position] 

[Your Contact Information] 


