
Formal Appeal for Attention to Unanswered 

Messages 

Date: [Insert Date] 

[Recipient's Name] 

[Recipient's Title] 

[Company/Organization Name] 

[Address] 

[City, State, Zip Code] 

Dear [Recipient's Name], 

I hope this message finds you well. I am writing to formally appeal for your attention regarding 

some messages I have sent on [insert date or dates], which have not yet received a response. 

As [briefly explain the importance of the messages or the context, e.g., project updates, urgent 

matters], your feedback is crucial to [explain the impact of the delay, e.g., timelines, decisions]. I 

understand that you have a busy schedule, but I would greatly appreciate your attention to this 

matter at your earliest convenience. 

Please let me know if there is a more suitable time for us to connect regarding this issue. I am 

looking forward to your prompt response. 

Thank you for your attention to this matter. 

Sincerely, 

[Your Name] 

[Your Title] 

[Your Company/Organization] 

[Your Contact Information] 


