
Subject: Concern Regarding [Issue/Topic] 

Dear [Superior's Name], 

I hope this message finds you well. I am writing to express my concern regarding [specific issue 

or topic]. Over the past [duration], I have noticed [describe the issue concisely]. 

This issue has the potential to [explain the impact of the issue on the team, project, or 

organization]. I believe it is important for us to address this matter promptly to avoid any 

negative repercussions. 

I would appreciate the opportunity to discuss this further and explore possible solutions. Please 

let me know a convenient time for us to meet. 

Thank you for your attention to this matter. 

Best regards, 

[Your Name] 

[Your Position] 

[Your Contact Information] 


