
Service Performance Assessment Inquiry 

Date: [Insert Date] 

[Your Name] 

[Your Position] 

[Your Company] 

[Your Address] 

[City, State, Zip Code] 

Email: [Your Email] 

Phone: [Your Phone Number] 

 

[Recipient's Name] 

[Recipient's Position] 

[Recipient's Company] 

[Recipient's Address] 

[City, State, Zip Code] 

 

Dear [Recipient's Name], 

 

I hope this message finds you well. I am writing to inquire about the service performance 

assessment related to [specific service or project name] that was conducted on [specific date or 

period]. 

As we aim to continuously improve our collaboration and ensure the highest standards of service 

delivery, I would appreciate any insights or feedback you could provide regarding the 

performance metrics and overall satisfaction with the services rendered. 



Please let me know a convenient time for us to discuss this further, or feel free to reply via email 

with the relevant information at your earliest convenience. 

 

Thank you for your attention to this matter. I look forward to your prompt response. 

 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Company] 


