
Workplace Issue Resolution Request 

Your Name: [Your Name] 

Your Position: [Your Position] 

Date: [Date] 

To: [Supervisor's Name] 

Subject: Request for Workplace Issue Resolution 

Dear [Supervisor's Name], 

I am writing to formally request assistance regarding an issue that I believe needs resolution 

within our workplace. The nature of the issue involves [briefly describe the issue, e.g., 

communication breakdown, workload concerns, etc.]. 

Details of the issue: 

• Issue Description: [Describe the issue in detail] 

• Impact: [Explain how this issue is affecting your work or the team] 

• Attempts to Resolve: [List any actions you've taken to address the issue] 

I believe that addressing this matter promptly will improve not only my productivity but also the 

overall efficiency of our team. I am hopeful that we can arrange a time to discuss this further and 

explore potential solutions. 

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

Sincerely, 

[Your Name] 

[Your Contact Information] 


