
Ongoing Problem Management Update 

Date: [Insert Date] 

To: [Recipient's Name]  

From: [Your Name]  

Subject: Update on Ongoing Issue - [Issue Title] 

Dear [Recipient's Name], 

I hope this message finds you well. I am writing to provide you with an update regarding the 

ongoing issue related to [brief description of the issue]. 

Current Status 

As of today, we have made the following progress: 

• [Detail 1] 

• [Detail 2] 

• [Detail 3] 

Action Plan 

We are currently implementing the following actions to resolve the issue: 

1. [Action Step 1] 

2. [Action Step 2] 

3. [Action Step 3] 

Next Steps 

Looking ahead, we plan to: 

• [Next Step 1] 

• [Next Step 2] 

• [Next Step 3] 

We appreciate your patience and understanding as we work towards a resolution. Please feel free 

to reach out if you have any questions or need further information. 

Thank you for your continued support. 

Sincerely, 



[Your Name]  

[Your Position]  

[Your Contact Information] 


