
Outstanding Issue Review 

Date: [Insert Date] 

To: [Recipient's Name] 

From: [Your Name] 

Subject: Review of Outstanding Issues 

Dear [Recipient's Name], 

I hope this message finds you well. As part of our ongoing commitment to address and resolve 

outstanding issues, I am writing to review the following matters: 

• Issue 1: [Description of Issue 1] 

• Issue 2: [Description of Issue 2] 

• Issue 3: [Description of Issue 3] 

We appreciate your attention to these matters and would like to schedule a review meeting to 

discuss the progress and potential solutions. Please let us know your availability for the coming 

week. 

Thank you for your cooperation. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Contact Information] 


