
Follow-Up on Product Launch Preparations 

Dear [Recipient's Name], 

I hope this message finds you well. I wanted to follow up regarding our preparations for the 

upcoming product launch scheduled for [Launch Date]. 

As we discussed in our last meeting, we need to ensure that all marketing materials, training 

sessions, and distribution plans are finalized by [Deadline]. Please let me know if there are any 

updates on your end or if you require any assistance. 

Additionally, I would love to set up a time to discuss any last-minute details to ensure a smooth 

launch. Are you available for a brief call this week? 

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

Best regards, 

[Your Name] 

[Your Position] 

[Your Company] 

[Your Contact Information] 


