
Follow-up on Outstanding Project 

Dear [Recipient's Name], 

I hope this message finds you well. I am writing to follow up on the status of the [Project Name] 

that we discussed on [Date of Last Discussion]. As the deadline approaches, I wanted to check in 

and see if there have been any updates. 

Our team is eager to move forward and finalize the details. Please let me know if there's anything 

else you need from our side to facilitate the process. 

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

Warm regards, 

[Your Name] 

[Your Position] 

[Your Company] 

[Your Contact Information] 


