
[Your Name]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient Name]  

[Recipient Title/Position]  

[Company/Organization Name]  

[Company Address]  

[City, State, Zip Code]  

Dear [Recipient Name],  

Subject: Request for Data Quality (DQ) Assessment  

I hope this letter finds you well. I am writing to formally request an 

assessment of the data quality associated with [specific data set or 

project name]. Our team has identified some concerns that may impact our 

analysis and decision-making processes.  

To ensure accuracy and reliability, we would appreciate your insights on 

the following aspects:  

1. **Data Accuracy**: What measures are in place to verify the accuracy 

of the data?  

2. **Consistency**: Are there any known inconsistencies within the 

dataset?  

3. **Completeness**: Is there any missing data that we should be aware 

of?  

4. **Timeliness**: How often is the data updated, and is it current?  

We believe your expertise will greatly assist us in enhancing our data-

driven strategies and outcomes. We would appreciate it if you could 

provide feedback by [specific date], if possible.  

Thank you for considering this request. Please feel free to contact me at 

[your phone number] or [your email address] if you need further 

information or clarification.  

Sincerely,  

[Your Name]  

[Your Position]  

[Your Company/Organization] 


