
Compliance Issue Acknowledgment 

Date: [Insert Date] 

[Your Name] 

[Your Position] 

[Your Company] 

[Company Address] 

[City, State, Zip Code] 

[Email Address] 

[Phone Number] 

To: [Recipient's Name] 

[Recipient's Position] 

[Recipient's Company] 

[Recipient's Address] 

[City, State, Zip Code] 

Subject: Acknowledgment of Compliance Issue and Request 

for Resolution 

Dear [Recipient's Name], 

We are writing to formally acknowledge the compliance issue reported on [Insert Date of Issue] 

regarding [Brief Description of the Issue]. We take such matters very seriously and are 

committed to addressing and resolving them promptly. 

In order to resolve this issue effectively, we kindly request you to provide us with the following 

information: 

• Detailed description of the compliance issue 

• Any relevant documentation or evidence 

• Suggested remediation steps or solutions 



We appreciate your cooperation in this matter and look forward to your prompt response to 

facilitate a resolution. Please feel free to contact me directly at [Your Phone Number] or [Your 

Email Address] if you have any questions or need further clarification. 

Thank you for your attention to this matter. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Company] 


