
 

Formal Letter 
[YOUR NAME] 
Columbus, OH 43215 
[YOUR EMAIL] 
 
February 1, 2070 
 
Jean Harris 
Columbus, OH 43215 

Dear Jean Harris, 

I hope this letter finds you well. I am writing to discuss a matter of utmost importance that requires 
our immediate attention, as it may significantly impact our ongoing projects and mutual interests. It 
has recently come to my notice that there may be potential discrepancies within our current 
framework. 

If unchecked, these discrepancies could pose significant challenges in terms of our efficiency, 
productivity, and ultimately, profitability. I find it necessary that we address this issue at the earliest 
to preempt any potential unforeseen situations. I propose we schedule a meeting as soon as possible 
to discuss this matter further and identify any corrective measures we need to undertake. 

I am confident that an open dialogue and a unified approach can ensure these matters are issued 
efficiently, limiting any hindrance to our ongoing operations. Please respond with a date and time 
that would be feasible for you, hoping that we can resolve this promptly. 

I understand the issues at hand are complex and will require our undivided attention; however, I am 
confident that we can navigate through this challenge successfully by working together. I appreciate 
your prompt attention to this matter. Looking forward to our forthcoming discussion. 

Best Regards, 

[YOUR NAME] 
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