
[Your Name]  

[Your Position]  

[Your Company/Organization]  

[Your Address]  

[City, State, ZIP Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient Name]  

[Recipient Position]  

[Company/Organization Name]  

[Recipient Address]  

[City, State, ZIP Code]  

Dear [Recipient Name],  

Subject: Inquiry Regarding PBR (Performance-Based Reporting)  

I hope this message finds you well.  

I am writing to inquire about [specific aspect of PBR, e.g., guidelines, 

processes, data collection, etc.]. As we are looking to [explain purpose, 

e.g., implement a new PBR system, improve current reporting methods], 

your insights would be invaluable.  

Specifically, I would like to know:  

1. [Question 1]  

2. [Question 2]  

3. [Question 3]  

I appreciate your time and assistance in this matter. Please let me know 

a convenient time for us to discuss this further.  

Thank you for your attention.  

Sincerely,  

[Your Name]  

[Your Position]  

[Your Company/Organization] 


