Urgent Service Notification

Date: [Insert Date]

To: [Recipient's Name]
[Recipient's Address]
Dear [Recipient's Name],

I am writing to urgently inform you regarding [specific service or issue]. This matter requires
your immediate attention due to [reason for urgency].

Please take the following actions at your earliest convenience:
e [Action Item 1]
« [Action Item 2]
e [Action Item 3]

Failure to address this issue promptly may result in [consequences of inaction].

Please feel free to reach out to me at [Your Phone Number] or [Your Email Address] if you need
further clarification.

Thank you for your immediate attention to this urgent matter.
Sincerely,

[Your Name]

[Your Position]

[Your Company]

[Your Company Address]



