
Letter of Concern 

Date: [Insert Date] 

To: [Recipient's Name] 

From: [Your Name] 

Subject: Recurrent Concern Regarding [Specific Issue] 

Dear [Recipient's Name], 

I hope this message finds you well. I am writing to express my ongoing concern regarding 

[specific issue] that has been affecting [describe impact briefly]. This is not the first time this 

issue has arisen, and I feel it is important to bring it to your attention once again. 

As previously mentioned in our earlier communications on [list previous dates or meetings], the 

situation has [describe any changes or lack thereof since the last correspondence]. This has 

resulted in [explain consequences or implications]. I believe it is essential for us to address this 

matter promptly to avoid further complications. 

I appreciate any assistance you can provide to resolve this situation. Please feel free to reach out 

if you need any additional information or if you would like to discuss this matter further. 

Thank you for your attention to this important issue. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Contact Information] 


