
[Your Name] 

[Your Address] 

[City, State, ZIP Code] 

[Email Address] 

[Phone Number] 

[Date] 

[Recipient's Name] 

[Company/Organization Name] 

[Address] 

[City, State, ZIP Code] 

Dear [Recipient's Name], 

I am writing to formally request a resolution regarding the recent issues I have encountered with 

the parking service provided at [specific location]. 

On [date of incident], I experienced [briefly describe the issue, e.g., "inadequate parking space," 

"malfunctioning payment system," etc.]. Despite my attempts to resolve the matter on-site, I was 

unable to receive assistance, leading to [explain any consequences, e.g., "a parking ticket," 

"increased frustration," etc.]. 

As a customer, I believe it is important for services to meet the expectations set forth by your 

organization. I kindly ask that you look into this matter and provide a resolution or an 

explanation at your earliest convenience. 

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

Sincerely, 

[Your Name] 


