Company Name
Address Line 1
Address Line 2
Date:

To,

[Recipient Name]
[Designation, if any]
[Recipient Organization, if any]
[Recipient Address]

Subject: Issue-Response Management Letter

Dear [Recipient Name],

1. Background / Overview of Issue

[Briefly describe the issue, situation, or concern that has arisen. Include the date(s) and relevant context.]

2. Details of the Issue

[Provide a more detailed explanation of the issue, including involved parties, relevant events, and supporting
information.]

3. Response / Action Taken

[Describe the steps taken to address or respond to the issue, including communication, corrective measures,
and timelines.]

4. Next Steps / Recommendations
[Outline any further actions required or recommendations for preventing recurrence of the issue.]

5. Conclusion

[Summarize the key points and express any closing remarks or commitments.]

Sincerely,

[Your Name]
[Your Position]
[Contact Information]

Important Notes:

¢ The Issue-Response Management Letter serves as an official record of the identified issue and the
response provided.

Use clear, concise, and objective language to maintain a professional tone.

Include all relevant facts and actions to ensure full transparency and accountability.

Keep a signed copy for your records and share appropriately with stakeholders.

Review and update this format as necessary to align with organizational policies.



