
[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 hope this message finds you well. I am writing to formally raise some 

concerns that I believe are important to bring to your attention 

regarding [specific issue or situation].  

[In this paragraph, clearly describe the issue, providing relevant 

details and examples to illustrate your concerns.]  

I believe that addressing these issues could lead to [mention potential 

benefits of resolving the concerns, such as better team dynamics, 

increased productivity, etc.].  

I would appreciate the opportunity to discuss this matter further and 

explore possible solutions. Thank you for considering my concerns.  

Sincerely,  

[Your Name]  

[Your Job Title] 


