
Follow-Up Letter for Documents 

Date: [Insert Date] 

[Your Name] 

[Your Address] 

[City, State, Zip Code] 

[Email Address] 

[Phone Number] 

[Recipient's Name] 

[Recipient's Title] 

[Law Firm/Company Name] 

[Address] 

[City, State, Zip Code] 

Dear [Recipient's Name], 

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

discussed during our recent legal consultation on [insert consultation date]. 

As we agreed, I would appreciate it if you could provide the following documents at your earliest 

convenience: 

• [Document 1] 

• [Document 2] 

• [Document 3] 

If there are any issues or delays in obtaining these documents, please let me know. I am eager to 

move forward and would appreciate your assistance in this matter. 

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

Sincerely, 

[Your Name] 


