
Subject: Addressing Inconsistencies in 

Project Documentation 

Dear [Recipient's Name], 

I hope this message finds you well. I am writing to bring to your attention several inconsistencies 

identified in the current project documentation for [Project Name]. After thorough review, we 

noticed the following discrepancies: 

• [Inconsistency 1: Brief description] 

• [Inconsistency 2: Brief description] 

• [Inconsistency 3: Brief description] 

These inconsistencies may impact the project's progress and overall success. I recommend we 

schedule a meeting to discuss these issues in detail and outline the necessary steps to rectify 

them. 

Thank you for your attention to this important matter. Please let me know your available times 

for a meeting. 

Best regards, 

[Your Name] 

[Your Position] 

[Your Contact Information] 


