
Client Name 

Client Address 

City, State, Zip Code 

Email: client@example.com 

Date: [Insert Date] 

[Your Company Name] 

[Your Company Address] 

[City, State, Zip Code] 

Dear [Consultant/Agency Name], 

We hope this message finds you well. We are currently in the process of conducting a gap 

analysis for our [specific area, e.g., marketing strategies, IT infrastructure, etc.], and we would 

greatly appreciate your guidance in this matter. 

Our main objectives for this analysis are to: 

• Identify existing gaps in our processes 

• Evaluate the effectiveness of current strategies 

• Formulate actionable recommendations for improvement 

We believe your expertise in [relevant field or experience] can provide significant insights that 

will help us achieve our goals. We would like to schedule a meeting to discuss this further and 

explore how we can collaborate on this project. 

Please let us know your availability in the coming weeks. We look forward to your response. 

Thank you for your consideration. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Company Name] 

[Your Phone Number] 


