
[Your Name]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient's Name]  

[Recipient's Position]  

[Company/Organization Name]  

[Company Address]  

[City, State, Zip Code]  

Dear [Recipient's Name],  

I hope this message finds you well. I am reaching out to kindly request 

your feedback on [specific item or topic for feedback] that was provided 

on [date or occasion]. Your insights would be invaluable in helping us 

[explain purpose briefly, e.g., improve our services, enhance our 

product].  

Please let me know if you need any specific details or if there's a 

preferred format for your feedback. I appreciate your time and 

assistance.  

Thank you in advance for your valuable input.  

Best regards,  

[Your Name]  

[Your Position, if applicable] 


