
[Your Name]  

[Your Position]  

[Your Company]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient's Name]  

[Recipient's Position]  

[Recipient's Company]  

[Recipient's Address]  

[City, State, Zip Code]  

Dear [Recipient's Name],  

I hope this message finds you well. We recently had the opportunity to 

[briefly describe the interaction, e.g., "provide a service," "deliver a 

product," etc.] for you, and I wanted to reach out to ask for your 

feedback.  

Your feedback is invaluable to us as we strive to improve our services 

and ensure customer satisfaction. If you could take a moment to share 

your thoughts on your experience, it would be greatly appreciated.  

Please feel free to reply to this email or contact me directly at [your 

phone number].  

Thank you very much for your time, and I look forward to hearing from you 

soon!  

Best regards,  

[Your Name]  

[Your Position] 


