
Assessment Request for Gap Analysis 

Outcomes 

Date: [Insert Date] 

To, 

[Client's Name] 

[Client's Address] 

[City, State, ZIP Code] 

Dear [Client's Name], 

I hope this letter finds you well. This correspondence serves as a formal request for the 

assessment outcomes related to the gap analysis conducted on [insert relevant project or process]. 

Understanding these outcomes is crucial for identifying the necessary steps forward in enhancing 

our operational efficiency. 

We are particularly interested in the following aspects: 

• Identified gaps in current workflows 

• Recommended actions for improvement 

• Prioritization of identified gaps 

• Estimated timelines for implementation 

Please share the assessed outcomes at your earliest convenience, preferably by [insert deadline], 

to enable us to strategize accordingly. 

Thank you for your attention to this matter. Should you have any questions or require further 

clarification, feel free to reach out. 

Warm regards, 

[Your Name] 

[Your Position] 

[Your Company] 

[Your Contact Information] 


