
Follow-Up on Critical Issue 

Date: [Insert Date] 

To: [Recipient's Name] 

From: [Your Name] 

Subject: Follow-Up on [Critical Issue Description] 

Dear [Recipient's Name], 

I hope this message finds you well. I am writing to follow up on the critical issue we discussed 

on [Insert Date of Previous Discussion]. As you know, the matter regarding [Brief Description of 

the Issue] remains unresolved, and it is imperative that we address it promptly. 

Since our last communication, I have taken the following steps to gather more information and 

facilitate a resolution: 

• [Step 1] 

• [Step 2] 

• [Step 3] 

Additionally, I would appreciate any updates on your end regarding this matter. It is crucial for 

us to coordinate our efforts to ensure a timely resolution. 

Please let me know a suitable time for us to discuss this further. Thank you for your attention to 

this urgent issue. 

Best regards, 

[Your Name] 

[Your Position] 

[Your Company] 

[Your Contact Information] 


