
[Your Name] 

[Your Address] 

[City, State, Zip Code] 

[Email Address] 

[Phone Number] 

[Date] 

[Recipient's Name] 

[Recipient's Position] 

[Company Name] 

[Company Address] 

[City, State, Zip Code] 

Dear [Recipient's Name], 

I hope this message finds you well. I am writing to inquire about the current service quality 

assessment measures your company employs. As [a brief introduction of your role or interest], I 

am particularly interested in understanding how your procedures ensure top-quality service 

delivery to clients. 

Could you please provide information regarding the following points: 

• The metrics used to assess service quality 

• Your process for gathering customer feedback 

• Any recent changes implemented based on service quality assessments 

• How you ensure continuous improvement in service quality 

Thank you for considering my request. I look forward to your response. 

Sincerely, 

[Your Name] 


