
[Your Company Name] 

[Address Line 1] 

[Address Line 2] 

[City, State, Zip Code] 

[Email Address] 

[Phone Number] 

Date: [Insert Date] 

[Recipient's Name] 

[Recipient's Title] 

[Recipient's Company Name] 

[Recipient's Address Line 1] 

[Recipient's Address Line 2] 

[City, State, Zip Code] 

Subject: Compliance Concern Explanation and Corrective Action Plan 

Dear [Recipient's Name], 

We are writing to address a compliance concern that was identified during our recent review. 

The issue pertains to [briefly explain the compliance issue, e.g., non-compliance with regulation 

X, sector standards, etc.]. We take this matter seriously and are committed to rectifying the 

situation promptly. 

Explanation of the Concern 

The concern was identified on [insert date] and relates to [specific details of the issue]. Our 

investigation revealed that [provide additional details on what led to the compliance issue]. 

Corrective Actions Taken 

To address this concern, we have implemented the following corrective actions: 

• [Action 1: Description of action taken] 



• [Action 2: Description of action taken] 

• [Action 3: Description of action taken] 

We are also reviewing our processes to prevent such issues in the future, including [mention any 

relevant future preventative measures]. 

Monitoring and Follow-Up 

We will continue to monitor this situation closely and conduct follow-up reviews to ensure 

compliance is maintained. A follow-up report will be provided on [insert date]. 

We appreciate your understanding and support in this matter. Should you have any further 

questions, please do not hesitate to contact us at [your email or phone number]. 

Thank you for your cooperation. 

Sincerely, 

[Your Name] 

[Your Title] 

[Your Company Name] 


