
Follow-Up Letter 

Date: [Insert Date] 

To: [Recipient's Name]  

[Recipient's Position]  

[Company/Organization Name]  

[Address]  

[City, State, Zip Code] 

Dear [Recipient's Name], 

I hope this message finds you well. I am writing to follow up on the project proposal I submitted 

on [Submit Date] regarding [Brief Description of the Project]. I wanted to see if you had an 

opportunity to review the proposal and whether there are any questions or additional information 

I can provide. 

Understanding your busy schedule, I appreciate any feedback you might have at your 

convenience. I am looking forward to the possibility of collaborating on this project and would 

love to discuss any next steps. 

Thank you for considering the proposal. I look forward to hearing from you soon. 

Sincerely, 

[Your Name]  

[Your Position]  

[Your Company/Organization Name]  

[Your Contact Information] 


