Swift Action Request

Date: [Insert Date]

To: [Recipient's Name]

Title: [Recipient's Title]

Company: [Recipient's Company Name]

Address: [Recipient's Address]

Dear [Recipient's Name],

| hope this message finds you well. | am writing to request swift action regarding [briefly
describe the issue or situation]. Due to [explain the urgency or importance], it is imperative that

this matter is addressed promptly.

Details of the Request:

e [Detail 1]
e [Detail 2]
e [Detail 3]

Your prompt attention to this matter would be greatly appreciated. Please let me know if you
require any further information or if there are any forms or procedures I need to complete.

Thank you for your immediate attention to this issue. | look forward to your swift response.
Sincerely,

[Your Name]

[Your Title]

[Your Company]

[Your Phone Number]

[Your Email Address]



