
[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 correspondence regarding [briefly state the subject or purpose 

of your initial letter, e.g., my application for the XJail program].  

I understand that you may have a busy schedule, but I wanted to express 

my continued interest and enthusiasm for [briefly reiterate your interest 

or key points].  

If you require any further information or documents from my side, please 

feel free to let me know. I look forward to your response.  

Thank you for your attention to this matter.  

Sincerely,  

[Your Name] 


