
Request for Written Updates 

Date: [Insert Date] 

[Your Name] 

[Your Address] 

[City, State, Zip Code] 

[Your Email] 

[Your Phone Number] 

 

[Recipient Name] 

[Recipient Title] 

[Recipient Company/Organization] 

[Recipient Address] 

[City, State, Zip Code] 

 

Dear [Recipient Name], 

I hope this message finds you well. I am writing to kindly request an update regarding [specific 

project, topic, or event]. It would be greatly appreciated if you could provide any written 

information on the current status, developments, or any challenges faced. 

Your insights are invaluable, and they contribute significantly to [reason why updates are 

important, e.g., collaboration, decision-making, etc.]. Please feel free to include any relevant 

documents that might assist in understanding the situation better. 

Thank you for your attention to this matter. I look forward to hearing from you soon. 

Sincerely, 

[Your Name] 

[Your Title/Position] 



[Your Company/Organization] 


