
Date: [Insert Date] 

[Your Name] [Your Address] [City, State, Zip Code] [Email Address] [Phone Number] 

[Recipient's Name] [Recipient's Address] [City, State, Zip Code] 

Dear [Recipient's Name], 

I hope this message finds you well. I am writing to follow up regarding my role as a witness in 

the contract signed on [insert date of contract]. As per our previous discussion, I wanted to 

confirm that all necessary documentation was received and that there are no pending issues that 

require my attention. 

If there are any updates or if you need further information from my side, please do not hesitate to 

reach out. I am more than happy to assist. 

Thank you for your attention to this matter. I look forward to hearing from you soon. 

Sincerely, 

[Your Name] 


