
[Your Name]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient Name]  

[Recipient's Position]  

[Company Name]  

[Company Address]  

[City, State, Zip Code]  

Dear [Recipient Name],  

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

previous correspondence regarding [specific topic or inquiry related to 

WPS Office] sent on [date of previous correspondence].  

I appreciate your assistance and would like to know if there have been 

any updates or if further information is required from my side. I am 

eager to move forward and explore how WPS Office can benefit our needs.  

Thank you for your time and attention. I look forward to your response.  

Best regards,  

[Your Name]  

[Your Position]  

[Your Company] 


