
[Your Name]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient's Name]  

[Recipient's Title]  

[Company/Organization Name]  

[Company Address]  

[City, State, Zip Code]  

Dear [Recipient's Name],  

I hope this message finds you well. I am writing to follow up on my 

previous request for confirmation regarding [specific request or topic]. 

I understand how busy you must be, but I would appreciate any updates or 

information you could provide at your earliest convenience. 

Thank you for your attention to this matter. I look forward to your 

prompt response. 

Best regards,  

[Your Name]  

[Your Position, if applicable]  

[Your Company, if applicable] 


