
Request for Satisfactory Resolution 

Date: [Insert Date] 

[Your Name] 

[Your Address] 

[City, State, Zip Code] 

[Email Address] 

[Phone Number] 

[Recipient's Name] 

[Company's Name] 

[Company's Address] 

[City, State, Zip Code] 

Dear [Recipient's Name], 

I am writing to formally request a satisfactory resolution regarding [briefly describe the issue]. 

Despite previous correspondence, I have not yet received a satisfactory answer or resolution to 

this matter. 

The details of my concern are as follows: 

• Issue Description: [Provide a brief description of the issue] 

• Date of Occurrence: [Insert Date] 

• Previous Correspondence: [Insert reference numbers or dates, if applicable] 

In light of the above, I kindly ask that you address this matter promptly and provide a resolution 

that meets my expectations. I appreciate your attention to this issue and look forward to your 

timely response. 

Thank you for your cooperation. 

Sincerely, 

[Your Name] 


