
[Your Name] 

[Your Address] 

[City, State, Zip Code] 

[Email Address] 

[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 request clarification regarding the publishing 

deadlines for [specific project or publication name]. As we approach the upcoming phases of the 

project, understanding the exact timeline is essential for our planning and execution. 

Could you please provide detailed information on the following: 

• The final submission date for all required materials 

• The review period and expected feedback timeline 

• Any potential changes to the original schedule 

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

Sincerely, 

[Your Name] 

[Your Position] 

[Your Company/Organization] 


