
Date: [Insert Date] 

[Recipient's Name] 

[Recipient's Title] 

[Company/Organization Name] 

[Address] 

[City, State, Zip Code] 

Dear [Recipient's Name], 

I hope this message finds you well. I am writing to express my concern regarding the inadequate 

updates provided on [specific project or matter]. It has come to my attention that the frequency 

and detail of the communications have not met our expectations, leading to uncertainties among 

our team. 

Timely and thorough updates are crucial for us to align our efforts and make informed decisions. 

I kindly request that we implement a more structured communication process moving forward. 

This could include regular status reports or updates through our established channels. 

Thank you for your attention to this matter. I look forward to your prompt response. 

Sincerely, 

[Your Name] 

[Your Title] 

[Your Company/Organization Name] 

[Your Contact Information] 


