Workplace Issue Reporting

Date:

To: [Manager/Supervisor Name]
From: [Your Name]

Subject: Report of Workplace Issue

Dear [Manager/Supervisor Name],

| am writing to formally report an issue | have encountered in the workplace that | believe needs
immediate attention. The details of the issue are as follows:

Issue Description: [Briefly describe the issue]

Date and Time of Incident: [Date and time]

Location: [Specify location]

People Involved: [Names of individuals involved, if any]

| believe this issue is impacting [explain how it affects your work, the team, or the workplace
environment]. I kindly request that this matter be addressed at your earliest convenience. Please
let me know if you require any further information or if we can schedule a meeting to discuss
this matter in detail.

Thank you for your attention to this important issue.

Sincerely,

[Your Full Name]

[Your Job Title]



[Your Contact Information]



