
Follow-Up on Service Request 

Date: [Insert Date] 

To: [Agency Name] 

Address: [Agency Address] 

Dear [Agency Contact Name], 

I hope this message finds you well. I am writing to follow up on my recent service request 

submitted on [Insert Date of Request]. I wanted to ensure that my request is being processed and 

to inquire about the current status. 

My service request pertains to [Briefly describe the service requested]. It is important for me to 

receive updates as I am [Explain any urgency or reason for follow-up]. 

Please let me know if there is any additional information you require from my side to expedite 

the process. I appreciate your attention to this matter and look forward to your prompt response. 

Thank you for your assistance. 

Sincerely, 

[Your Name] 

[Your Address] 

[Your Phone Number] 

[Your Email Address] 


