
[Your Name] 

[Your Position] 

[Your Company] 

[Date] 

[Client's Name] 

[Client's Position] 

[Client's Company] 

Dear [Client's Name], 

I hope this message finds you well. We have recently completed the gap analysis report 

concerning [specific project or subject] and your insights would be invaluable in ensuring we 

address all aspects effectively. 

We kindly request your feedback on the findings outlined in the report. Your perspective will 

help us understand any potential gaps in our analysis and enhance our recommendations moving 

forward. 

Please find the attached document for your review. We would appreciate it if you could share 

your feedback by [specific date]. If needed, we are open to discussing this further via a call or 

meeting at your convenience. 

Thank you for your attention and support. We look forward to your valuable feedback. 

Best regards, 

[Your Name] 

[Your Position] 

[Your Company] 

[Your Contact Information] 


