Reminder Letter to Employee

[Your Name]

[Your Title]
[Company/Organization Name]
[Company Address]

[City, State, Zip Code]

[Email Address]

[Phone Number]

[Date]

[Employee’s Name]
[Employee’s Title]

[Employee’s Department]
Dear [Employee’s Name],

| hope this message finds you well. | am writing to remind you about [specific
issue or task, e.g., “the upcoming project deadline,” “attendance policy,”

“required training session,” etc.].

As discussed previously, [briefly restate the details related to the reminder,
e.g. “the deadline for submitting your report is approaching on [date],” or “the
training session is scheduled for [date] and is mandatory for all team

members”].
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Please ensure that you [specific action required, e.g., “complete the report by
the due date,” “attend the training session,” etc.]. If you have any questions or

need assistance, do not hesitate to reach out.
Thank you for your attention to this matter. | appreciate your cooperation.
Best regards,

[Your Name]
[Your Title]

[Company/Organization Name]
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