
[Your Name]  

[Your Position]  

[Your Company]  

[Company Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient's Name]  

[Recipient's Position]  

[Recipient's Company]  

[Company Address]  

[City, State, Zip Code]  

Dear [Recipient's Name],  

Subject: Addressing Data Quality Discrepancies  

I hope this message finds you well. I am writing to bring to your 

attention some discrepancies we have identified in the data collected 

during [specific time frame or project]. Our analysis has revealed 

several inconsistencies that may affect our decision-making processes and 

overall project outcomes. 

The specific discrepancies include:  

1. [Detail each discrepancy clearly, e.g., incorrect values, missing 

entries, etc.]  

2. [Another example]  

3. [Another example]  

It is imperative that we address these issues promptly to ensure the 

integrity of our data and maintain the quality of our work. I propose 

that we schedule a meeting to discuss the findings in detail and develop 

a plan for corrective action. 

Please let me know your availability for a meeting in the coming days. I 

look forward to collaborating with you to resolve these issues 

efficiently. 

Thank you for your attention to this matter. 

Best regards,  

[Your Name]  

[Your Position]  

[Your Company] 


