Letter of Formal Issue Articulation

From: [Your Name]

Address: [Your Address]

Email: [Your Email]

Date: [Date]

To: [Recipient's Name]

Title: [Recipient's Title]

Organization: [Recipient's Organization]
Address: [Recipient's Address]

Dear [Recipient's Name],

| am writing to formally articulate an issue that has arisen regarding [briefly describe the issue].
This matter has been a concern because [provide details about the significance of the issue].

It is crucial to address this issue promptly due to [explain the urgency or impact of the issue]. |
would appreciate your attention to the following points:

e [Point1]
e [Point 2]
e [Point 3]

| believe that addressing these points will help in resolving the issue effectively and efficiently. |
am open to discussing this matter further at your convenience.

Thank you for your consideration.
Sincerely,

[Your Name]

[Your Position, if applicable]

[Your Organization, if applicable]



