
[Your Name]  

[Your Position]  

[Your Company/Organization]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient Name]  

[Recipient Position]  

[Recipient Company/Organization]  

[Recipient Address]  

[City, State, Zip Code]  

Dear [Recipient Name],  

Subject: [Subject of the Letter]  

I hope this letter finds you well. I am writing to discuss the [specific 

PBI project name or description] that we are currently working on.  

[Paragraph 1: Introduction to the project, its purpose, and its relevance 

to your recipient.]  

[Paragraph 2: Detailed information about the project status, any upcoming 

deadlines, and key milestones that have been achieved.]  

[Paragraph 3: Any action required from the recipient, such as feedback, 

approval, or participation in meetings.]  

[Paragraph 4: A closing statement expressing appreciation and eagerness 

to collaborate further.]  

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

response.  

Sincerely,  

[Your Signature (if sending a hard copy)]  

[Your Printed Name]  

[Your Position] 


