Recipient Name

Recipient Title

Company/Organization Name

Address

City, State, Zip Code

Date

Dear [Recipient Name],

| hope this message finds you well. I am writing to follow up on my previous request for
technical assistance regarding [specific issue or project]. As | mentioned, this matter is quite
important for [briefly explain the significance], and | would greatly appreciate any guidance or

support you could provide.

If you need any additional information or if there is a suitable time for us to discuss this further,
please let me know. | am looking forward to your response.

Thank you for your attention to this matter.
Best regards,

[Your Name]

[Your Title]

[Your Company/Organization Name]
[Your Phone Number]

[Your Email Address]



