
Follow-Up on Outstanding Event Website 

Content Requests 

Dear [Recipient's Name], 

I hope this message finds you well. I wanted to follow up regarding the outstanding content 

requests for our upcoming event website. As we prepare for the launch, your input is essential to 

ensure we present the best information possible. 

Specifically, we are still awaiting content on the following items: 

• [Content Request 1] 

• [Content Request 2] 

• [Content Request 3] 

If you could provide the requested content by [specific deadline], that would be greatly 

appreciated. If there are any issues or if you need assistance, please don't hesitate to reach out. 

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

Sincerely, 

[Your Name] 

[Your Position] 

[Your Contact Information] 

[Your Organization] 


