
Project Assessment Inquiry 

Date: [Insert Date] 

[Your Name] 

[Your Position] 

[Your Company] 

[Company Address] 

[City, State, Zip Code] 

Email: [Your Email] 

Phone: [Your Phone Number] 

 

[Recipient Name] 

[Recipient Position] 

[Recipient Company] 

[Company Address] 

[City, State, Zip Code] 

 

Dear [Recipient Name], 

I hope this message finds you well. I am writing to inquire about the assessment of the [Project 

Name] that we initiated on [Project Start Date]. As we are in the process of evaluating our 

progress and outcomes, your insights will be invaluable to us. 

We are particularly interested in understanding the following aspects: 

• Project budget adherence 

• Timeline tracking and milestones achieved 

• Quality of materials used 

• Safety measures implemented 

• Any challenges faced and resolutions adopted 



Please let us know a suitable time for you to discuss this matter. Your expertise will greatly assist 

us in moving forward effectively. 

Thank you for your cooperation. We look forward to hearing from you soon. 

 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Company] 


