
Letter Template: Demand for Comments 

Date: [Insert Date] 

[Recipient's Name] 

[Recipient's Title] 

[Organization Name] 

[Organization Address] 

[City, State, Zip Code] 

Dear [Recipient's Name], 

We appreciate your participation in the recent stakeholder meeting held on [Insert Date of 

Meeting]. As we strive to enhance our initiatives and collaboration, your feedback is essential to 

us. 

This letter serves as a formal request for your comments on the outcomes of the meeting. 

Specifically, we would like to understand your perspective on the discussed topics, outcomes, 

and any potential follow-up actions. 

Please provide your feedback by [Insert Deadline], as it will significantly inform our next steps 

and future meetings. 

Thank you for your attention to this matter. We look forward to your valuable insights. 

Sincerely, 

[Your Name] 

[Your Title] 

[Your Organization] 

[Your Contact Information] 


