
Inquiry Letter Template 

Date: [Insert Date] 

[Your Name] 

[Your Position] 

[Your Company/Organization] 

[Your Address] 

[City, State, Zip Code] 

[Email Address] 

[Phone Number] 

[Recipient's Name] 

[Recipient's Position] 

[Recipient's Company/Organization] 

[Recipient's Address] 

[City, State, Zip Code] 

Subject: Inquiry into Communication Gaps 

Dear [Recipient's Name], 

I hope this message finds you well. I am writing to bring to your attention some concerns 

regarding communication gaps that have been observed in our recent interactions. Effective 

communication is vital for the success of our projects, and it is essential that we address these 

issues promptly. 

Specifically, I have noticed [briefly describe specific communication gaps or issues]. This has 

led to [describe the impact of these issues on projects, teamwork, etc.]. 

To ensure smooth collaboration moving forward, I would like to propose a meeting to discuss 

these concerns in detail and explore potential solutions. Please let me know your availability for 

a meeting within the next [timeframe]. 

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



Best regards, 

[Your Name] 

[Your Position] 

[Your Company/Organization] 


