
Inquiry Regarding Construction Project 

Financial Report 

Date: [Insert Date] 

[Your Name] 

[Your Position] 

[Your Company] 

[Your Address] 

[City, State, Zip Code] 

[Email Address] 

[Phone Number] 

[Recipient's Name] 

[Recipient's Position] 

[Recipient's Company] 

[Recipient's Address] 

[City, State, Zip Code] 

Dear [Recipient's Name], 

I hope this message finds you well. I am writing to request the latest financial report regarding 

the construction project, [Project Name/Number], that is currently underway. As we continue to 

monitor the project's budget and expenses, access to the financial report is crucial for our 

ongoing assessment and planning. 

Could you please provide the financial report at your earliest convenience? If there are any issues 

or additional information needed, feel free to reach out to me directly. 

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

Best regards, 

[Your Name] 

[Your Position] 

[Your Company] 


