
Subject: Discussion on Ongoing Service 

Performance Issues 

Dear [Recipient's Name], 

I hope this message finds you well. I am writing to address some ongoing service performance 

issues that we have been experiencing recently. As you are aware, maintaining high service 

standards is crucial for our operations and client satisfaction. 

We have observed the following challenges: 

• Delayed response times to inquiries. 

• Inconsistent service delivery quality. 

• Frequent system downtime impacting user access. 

We believe it's essential to have a detailed discussion to address these concerns and explore 

potential solutions. Could we schedule a meeting at your earliest convenience? 

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

Best regards, 

[Your Name] 

[Your Position] 

[Your Company] 

[Your Contact Information] 


