
Follow-Up on Government Matters 

Date: [Insert Date] 

[Your Name] 

[Your Address] 

[City, State, Zip Code] 

[Email Address] 

[Phone Number] 

[Recipient Name] 

[Recipient Title] 

[Department/Agency Name] 

[Address] 

[City, State, Zip Code] 

Dear [Recipient Name], 

I hope this message finds you well. I am writing to follow up on my previous correspondence 

dated [insert date of previous correspondence] regarding [insert subject matter]. It is important to 

me to receive an update on this matter as it pertains to [briefly explain the significance]. 

If further information is required or if there are any developments, please let me know at your 

earliest convenience. I appreciate your attention to this important issue and look forward to your 

prompt response. 

Thank you for your time and assistance. 

Sincerely, 

[Your Name] 


