
Follow-Up Letter for Outstanding Paperwork 

Dear [Recipient's Name], 

I hope this message finds you well. I am writing to follow up regarding the outstanding 

paperwork we discussed on [date of previous communication]. As of today, we have yet to 

receive the necessary documents related to [specific paperwork or project name]. 

Completing this paperwork is crucial for us to proceed with [mention any relevant deadlines or 

tasks that require the paperwork]. If there are any issues or if you require any assistance, please 

do not hesitate to contact me. 

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

Sincerely, 

[Your Name] 

[Your Position] 

[Your Company] 

[Your Phone Number] 

[Your Email Address] 


