
[Your Name]  

[Your Position]  

[Your Company/Organization]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient Name]  

[Recipient's Position]  

[Recipient's Company/Organization]  

[Recipient's Address]  

[City, State, Zip Code]  

Dear [Recipient Name],  

Subject: Request for Data Quality Assessment  

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

assessment of the data quality pertaining to [specific data set or 

project] that our team has been working on.  

**Background:**  

- Briefly explain the context and importance of the data.  

- Mention any previous data quality issues encountered.  

**Request Details:**  

- Specify the types of data quality checks needed (accuracy, 

completeness, consistency, etc.).  

- Provide a timeline for when you would like the assessment to be 

completed.  

- Include any specific metrics or standards to be used in the assessment.  

**Impact of Data Quality:**  

- Describe how the quality of data affects business decisions, 

operations, or the project at hand.  

- Mention potential risks associated with poor data quality.  

I appreciate your attention to this matter and look forward to your 

prompt response. Please feel free to reach out if you require any 

additional information or clarification.  

Thank you for your cooperation.  

Best regards,  

[Your Name]  

[Your Position]  

[Your Company/Organization] 


