
[Your Name]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient's Name]  

[Recipient's Position]  

[BQ Company Name]  

[Company Address]  

[City, State, Zip Code]  

Dear [Recipient's Name],  

Subject: Reminder for [specific purpose or item, e.g., "Pending Invoice 

#12345"] 

I hope this message finds you well. I am writing to gently remind you 

about [specific purpose or item] that is due on [due date].  

As of today, we have not yet received [the payment, response, or any 

other specific item]. If you could please provide an update at your 

earliest convenience, it would be greatly appreciated. 

Thank you for your attention to this matter. Please let me know if you 

have any questions or need further information. 

Best regards,  

[Your Name]  

[Your Position]  

[Your Company Name] 


