
Inquiry Regarding Data Entry Discrepancies 

Date: [Insert Date] 

To: [Recipient's Name] 

[Recipient's Title] 

[Company/Organization Name] 

[Address] 

Dear [Recipient's Name], 

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

have noted in the data entries associated with [specific project or record reference]. 

Upon reviewing the data, we have observed the following inconsistencies: 

• [Describe discrepancy 1] 

• [Describe discrepancy 2] 

• [Describe discrepancy 3] 

These discrepancies may affect [briefly explain potential impacts], and we would appreciate your 

assistance in clarifying these issues. 

Could you please provide any additional information or insight regarding these discrepancies? 

Your prompt response would be greatly appreciated as we aim to resolve this matter at the 

earliest. 

Thank you for your attention to this important issue. I look forward to your timely response. 

Sincerely, 

[Your Name] 

[Your Title] 

[Your Company/Organization] 

[Your Contact Information] 


