
Subject: Escalation Request for Prompt 

Repair Attention 

Date: [Insert Date] 

To: [Recipient's Name] 

Title: [Recipient's Title] 

Company: [Recipient's Company] 

Address: [Recipient's Address] 

 

Dear [Recipient's Name], 

I hope this message finds you well. I am writing to formally escalate a matter concerning a repair 

request submitted on [Insert Date of Initial Request]. The issue remains unresolved, and timely 

attention is critical. 

The details of the request are as follows: 

• Issue: [Insert Description of the Issue] 

• Request Number: [Insert Request Number] 

• Submitted By: [Your Name] 

• Contact Information: [Your Contact Information] 

Despite previous communications, I have not received any update on the status of the repair. As 

this situation significantly impacts [mention any necessary operations or safety concerns], I 

appreciate your immediate attention to expedite the process. 

Please let me know how to proceed to ensure this issue is resolved. I am looking forward to your 

prompt response. 

Thank you for your assistance. 

 

Sincerely, 

[Your Name] 

[Your Title] 



[Your Company] 

[Your Contact Information] 


