
[Your Name]  

[Your Job Title]  

[Your Company Name]  

[Your Company Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient's Name]  

[Recipient's Job Title]  

JYP Construction  

[Recipient's Address]  

[City, State, Zip Code]  

Dear [Recipient's Name],  

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

recent discussions regarding the [specific project name or description] 

and to ensure we are aligned on our next steps.  

As per our last conversation on [date of last conversation], we discussed 

[briefly summarize key points or agreements]. I would like to confirm 

[any specific details or confirmations needed].  

Please let me know if there are any updates or additional information 

required from my side to facilitate the progress of the project. I look 

forward to your response and to continuing our collaborative efforts.  

Thank you for your attention.  

Best regards,  

[Your Signature (if sending a hard copy)]  

[Your Name]  

[Your Job Title]  

[Your Company Name] 


