
Sports Event Issue Report 

Date: [Insert Date] 

To: [Insert Recipient Name] 

Position: [Insert Recipient Position] 

Organization: [Insert Organization Name] 

Address: [Insert Address] 

Subject: Sports Event Issue Report 

Dear [Recipient Name], 

I am writing to report an issue that occurred during the [Insert Event Name] held on [Insert Event 

Date] at [Insert Venue]. 

Event Details: 

• Event Name: [Insert Event Name] 

• Date: [Insert Event Date] 

• Location: [Insert Location] 

Description of the Issue: 

[Provide a detailed description of the issue that occurred, including any relevant details or 

observations.] 

Impact of the Issue: 

[Explain how the issue affected the event, participants, or attendees.] 

Recommendations: 

[Provide any suggestions or recommendations to address the issue.] 

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

Sincerely, 

[Your Name] 



[Your Position] 

[Your Organization] 

[Your Contact Information] 


