
Date: [Insert Date] 

[Your Name] 

[Your Address] 

[City, State, Zip Code] 

[Email Address] 

[Phone Number] 

[Recipient Name] 

[Recipient Position] 

[Company/Organization Name] 

[Company Address] 

[City, State, Zip Code] 

Dear [Recipient Name], 

I hope this message finds you well. I am writing to acknowledge the delayed feedback regarding 

[specific subject or project] that was initially expected on [expected date]. 

I understand that unforeseen circumstances can arise, and I appreciate your efforts to provide 

detailed and constructive feedback. Your insights are crucial in helping us move forward 

effectively. 

If possible, I would greatly appreciate an estimated timeline for when I might expect your 

feedback. Thank you for your attention to this matter and for your continued support. 

Looking forward to your response. 

Best regards, 

[Your Name] 

[Your Position] 

[Your Company/Organization Name] 


