
[Your Name]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient's Name]  

[Recipient's Position]  

[Xerox Company Name]  

[Company Address]  

[City, State, Zip Code]  

Dear [Recipient's Name],  

Subject: Reminder for [Specific Inquiry or Action]  

I hope this message finds you well. I am writing to remind you about 

[specific issue, order, or request] that was previously discussed on 

[date of previous communication].  

As of today, I have not yet received [details regarding the matter, e.g., 

confirmation, delivery, response, etc.]. I would appreciate it if you 

could provide an update on this matter at your earliest convenience.  

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

prompt response.  

Best regards,  

[Your Name]  

[Your Job Title]  

[Your Company Name] (if applicable) 


