
Formal Dispute Alert 

Date: [Insert Date] 

To: [Business Partner's Name]  

[Business Partner's Position]  

[Company Name]  

[Company Address] 

Dear [Business Partner's Name], 

I hope this message finds you well. I am writing to formally raise a dispute concerning [briefly 

describe the issue, e.g., "the recent transactions regarding our contract dated [insert date]"]. 

Specifically, the points of contention include: 

• [Describe issue point 1] 

• [Describe issue point 2] 

• [Describe issue point 3] 

We believe these discrepancies need to be addressed promptly for the benefit of our ongoing 

partnership. We kindly request a meeting at your earliest convenience to discuss these matters in 

detail and explore potential resolutions. 

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

Sincerely, 

[Your Name]  

[Your Position]  

[Your Company Name]  

[Your Contact Information] 


