
Dispute Resolution Inquiry 

Date: [Insert Date] 

[Your Name] 

[Your Address] 

[City, State, Zip Code] 

[Email Address] 

[Phone Number] 

To: [Recipient's Name] 

[Recipient's Title] 

[Company/Organization Name] 

[Company Address] 

[City, State, Zip Code] 

Dear [Recipient's Name], 

I am writing to formally inquire about the dispute resolution process regarding [briefly describe 

the issue or dispute]. 

As a [your relationship to the dispute, e.g., customer, employee], I would like to understand the 

steps involved in resolving this matter. Specifically, I would appreciate information on the 

following: 

• Overview of the dispute resolution process 

• Timeline for resolution 

• Any documentation or information needed from my side 

• Contact person for further assistance 

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

Sincerely, 

[Your Name] 


