
[Your Name]  

[Your Position]  

[Your Company/Organization]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient's Name]  

[Recipient's Position]  

[Recipient's Company/Organization]  

[Recipient's Address]  

[City, State, Zip Code]  

Dear [Recipient's Name],  

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

upcoming deadline for [specific task, project, or submission] on [date].  

As a reminder, the details are as follows:  

- **Task/Project:** [Task or project name]  

- **Due Date:** [Date]  

- **Requirements:** [Brief description of what is needed]  

Please ensure that [any additional instructions or notes]. If there are 

any questions or if you need further assistance, do not hesitate to reach 

out.  

Thank you for your attention to this matter.  

Best regards,  

[Your Name]  

[Your Position]  

[Your Company/Organization] 


