
Request for Analysis for Impact Assessment 

Discussion 

Date: [Insert Date] 

To: [Recipient's Name]  

[Recipient's Position]  

[Company/Organization Name]  

[Address]  

[City, State, ZIP] 

Dear [Recipient's Name], 

I hope this message finds you well. I am writing to formally request an analysis in preparation 

for our upcoming impact assessment discussion scheduled for [insert date]. The objective of this 

analysis is to evaluate [briefly describe the focus of the impact assessment, e.g., environmental 

impacts, social effects, etc.]. 

Given your expertise in [recipient's area of expertise], your insights will be invaluable in 

ensuring a comprehensive assessment. We would appreciate it if you could provide us with the 

necessary data and any relevant findings by [insert deadline]. 

Should you require any additional information or wish to discuss this request further, please do 

not hesitate to contact me at [your contact information]. 

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

Sincerely, 

[Your Name]  

[Your Position]  

[Your Company/Organization Name]  

[Your Phone Number]  

[Your Email Address] 


