
[Your Organization's Letterhead] 

[Date] 

[Recipient's Name]  

[Recipient's Title]  

[Recipient's Organization]  

[Recipient's Address]  

[City, State, Zip Code]  

Dear [Recipient's Name], 

Subject: Reminder for EHR Data Entry Deadlines 

I hope this message finds you well. This is a friendly reminder regarding 

the upcoming deadlines for the entry of Electronic Health Record (EHR) 

data. It is crucial that all required data entries are completed by the 

following dates to ensure compliance and the seamless operation of our 

record-keeping processes. 

**Upcoming Deadlines:** 

- [Deadline 1: Date and Description] 

- [Deadline 2: Date and Description] 

- [Deadline 3: Date and Description] 

Please ensure that you allocate sufficient time to complete these entries 

and review the submitted data for accuracy. If you have any questions or 

need assistance, do not hesitate to reach out. 

Thank you for your attention to this matter. 

Best regards, 

[Your Name]  

[Your Title]  

[Your Organization]  

[Your Phone Number]  

[Your Email Address] 


