
[Your Name]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Manager's Name]  

[Company's Name]  

[Company's Address]  

[City, State, Zip Code]  

Dear [Manager's Name], 

I am writing to formally express my concerns regarding some issues I have 

been experiencing at work. My role as [Your Job Title] has presented 

several challenges that I believe need to be addressed for the betterment 

of my productivity and overall workplace morale. 

Firstly, [briefly describe the specific issue, e.g., unclear job 

expectations, lack of communication, etc.]. This has resulted in [explain 

the impact on your work, e.g., confusion, delays, etc.]. 

Additionally, [mention any other issues that may be affecting your job or 

the workplace], which has contributed to a less than optimal working 

environment. 

I am hopeful that we can collaboratively find a resolution to these 

issues. I am confident that addressing these concerns will greatly 

enhance my performance and the team's productivity as a whole. 

Thank you for taking the time to consider my concerns. I appreciate your 

attention to this matter and look forward to discussing it further. 

Sincerely, 

[Your Name]  

[Your Job Title] 


