High-Priority Issue Notification

Date: [Insert Date]

To: [Recipient Name]

From: [Your Name]

Subject: Urgent Attention Required: High-Priority Issue
Dear [Recipient Name],

I hope this message finds you well. I am writing to bring to your immediate attention a high-
priority issue that requires urgent resolution.

Issue Details:

Issue Type: [Describe the issue type]

Description: [Provide a detailed description of the issue]
Date Identified: [Insert Date]

Impact: [Describe the impact of the issue]

Priority Level: High

Action Required:

Please review the information above and respond with your thoughts or any required actions by
[Insert Deadline]. Prompt attention to this matter is crucial to minimize disruption.

Thank you for your immediate attention to this critical issue. | look forward to your prompt
reply.

Best regards,
[Your Name]
[Your Position]

[Your Contact Information]



