
Frequent Issue Report 

Date: [Insert Date] 

To: [Recipient's Name] 

From: [Your Name] 

Subject: Frequent Issue Report 

Introduction 

Dear [Recipient's Name], 

I am writing to report a recurring issue that has been affecting our operations. This report 

outlines the details of the issue, including its frequency, impact, and potential solutions. 

Issue Description 

Issue: [Brief description of the issue] 

Frequency: [How often the issue occurs] 

Impact: [Description of the impact on operations] 

Proposed Solutions 

1. [Proposed solution 1] 

2. [Proposed solution 2] 

3. [Proposed solution 3] 

Conclusion 

I recommend we address this issue promptly to mitigate its effects on our operations. I appreciate 

your attention to this matter and look forward to discussing potential solutions. 

Thank you. 

Sincerely, 

[Your Name] 

[Your Position] 



[Your Contact Information] 


