
Dear [Recipient's Name], 

I hope this message finds you well. Following the distribution of the assessment report on [Date], 

I wanted to take a moment to follow up and see if you had any questions or thoughts regarding 

the findings. 

Our team is eager to discuss any insights you may have and explore how we can support the 

implementation of the recommendations outlined in the report. 

Please let me know if you would be available for a brief meeting or call at your convenience. 

Your feedback is invaluable as we move forward. 

Thank you for your attention, and I look forward to hearing from you soon. 

Best regards, 

[Your Name] 

[Your Position] 

[Your Company/Organization] 

[Your Contact Information] 


