
Inquiry Letter 

Date: [Insert Date] 

[Your Name] 

[Your Address] 

[City, State, Zip Code] 

[Email Address] 

[Phone Number] 

[Recipient's Name] 

[Recipient's Title] 

[Organization's Name] 

[Organization's Address] 

[City, State, Zip Code] 

Dear [Recipient's Name], 

I am writing to formally inquire about the recent decision made regarding [specific decision or 

policy]. As a concerned [citizen/member/community member/other relevant role], I believe this 

decision has raised several questions that warrant further clarification. 

Specifically, I would like to understand the rationale behind [mention any specific aspect of the 

decision]. Additionally, I am interested in knowing how this decision aligns with [mention any 

relevant laws, policies, or community values]. 

I appreciate the time and effort that goes into such decisions, and I hope you can provide insight 

into the thought process and factors leading up to this outcome. Transparency in this matter is 

crucial for maintaining trust and confidence among those affected. 

Thank you for considering my request. I look forward to your response. 

Sincerely, 

[Your Name] 


