[Your Name] [Your Address] [City, State, Zip Code] [Email Address] [Date]

[Recipient's Name] [Recipient's Title] [Organization Name] [Organization Address] [City, State,
Zip Code]

Dear [Recipient's Name],

| am writing to address a recent incident that occurred on [specific date] involving inappropriate
dialogue that took place during [specific context, e.g., a meeting, a conversation, etc.]. It is
important to address such matters to ensure a respectful and professional environment for
everyone involved.

During this incident, the comments made by [specific person or group] were concerning and did
not align with our organization's values of respect and inclusivity. | would like to express my
understanding of the situation and confirm our commitment to upholding a culture of
professionalism and respect.

Moving forward, | believe it is essential for us to discuss ways to address this issue and prevent
similar occurrences in the future. | suggest we schedule a meeting to open the lines of
communication and foster understanding among our team members.

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

Sincerely,

[Your Name]

[Your Title]

[Your Organization]



