Date: [Insert Date]

[Your Name]

[Your Address]

[City, State, Zip Code]
[Your Email]

[Your Phone Number]

[Recipient's Name]

[Recipient's Title]

[Recipient's Company/Organization]
[Recipient's Address]

[City, State, Zip Code]

Dear [Recipient's Name],

| hope this message finds you well. I am writing to remind you about the unresolved matter
regarding [briefly describe the issue or matter]. Despite our previous correspondence on [dates of
previous discussions], the issue remains unresolved.

It is important for us to address this matter promptly. If you could provide an update or let me
know how we can move forward, | would greatly appreciate it. Please feel free to reach out to me
directly at [Your Phone Number] or [Your Email].

Thank you for your attention to this matter, and | look forward to hearing from you soon.

Sincerely,

[Your Name]



