
Inquiry on Pending Workplace Concerns 

[Your Name] 

[Your Position] 

[Your Company] 

[Date] 

[Recipient's Name] 

[Recipient's Position] 

[Recipient's Company] 

Dear [Recipient's Name], 

I hope this message finds you well. I am writing to formally inquire about the status of the 

pending workplace concerns that were discussed during our previous meetings. As these matters 

are critical to our team's workflow and morale, I would appreciate any updates you can provide. 

Specifically, I would like to know about: 

• [Concern 1] 

• [Concern 2] 

• [Concern 3] 

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

Sincerely, 

[Your Name] 

[Your Contact Information] 


