
Feedback on Data Entry Mistakes 

Dear [Employee's Name], 

I hope this message finds you well. I would like to take a moment to discuss some recent data 

entry tasks that require your attention. 

It has come to my attention that there have been a few mistakes in the data entries submitted on 

[specific date or project]. Here are the details: 

• Entry #1: [Description of the mistake] 

• Entry #2: [Description of the mistake] 

• Entry #3: [Description of the mistake] 

Accurate data entry is crucial for our operations, and I believe addressing these issues will 

enhance your performance and our team's overall efficiency. Please take the time to review your 

work and ensure accuracy moving forward. 

If you need assistance or would like to discuss this further, feel free to reach out to me. 

Thank you for your attention to this matter. 

Best regards, 

[Your Name]  

[Your Position]  

[Your Contact Information] 


