
Library Document Accuracy Check 

Date: [Insert Date] 

To: [Insert Recipient's Name] 

Library: [Insert Library Name] 

Dear [Recipient's Name], 

We are conducting an accuracy check on our library documents as part of our commitment to 

maintaining high-quality resources. We kindly ask you to review the following documents for 

accuracy: 

• Document Title 1 - [Insert Reference Number] 

• Document Title 2 - [Insert Reference Number] 

• Document Title 3 - [Insert Reference Number] 

Please take note of any discrepancies or errors you find and provide your feedback by [Insert 

Deadline]. Your assistance is greatly appreciated and will help ensure our collection remains 

reliable and up-to-date. 

If you have any questions or require further information, please do not hesitate to contact me at 

[Insert Your Email] or [Insert Your Phone Number]. 

Thank you for your cooperation. 

Sincerely, 

[Your Name] 

[Your Position] 

[Library Name] 

[Library Address] 

[Library Phone Number] 


