Your Name]

Your Position]

Your Company]

Your Email]

Your Phone Number]

Date]

Recipient's Name]

Recipient's Position]

Recipient's Company]

Recipient's Address]

Dear [Recipient's Name],

I hope this message finds you well. I am writing to follow up on
[specific work or project name] that we discussed on [date of previous
communication].

As we approach the deadline, I wanted to check in to ensure everything is
on track and see if there is any additional information or assistance
needed from my side.

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

Best regards,

[Your Name]

[Your Position]

[Your Company]
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