
Friendly Reminder Letter

[Your Name or Company Name]

[Your Address]

[City, State, ZIP Code]

[Email Address]

[Phone Number]

[Date]

[Recipient’s Name]

[Recipient’s Address]

[City, State, ZIP Code]

Subject: Friendly Reminder Regarding [Subject]

Dear [Recipient’s Name],

I hope this message finds you well. I just wanted to send you a friendly

reminder regarding [mention the task, payment, or appointment]. We had

previously discussed [mention the details or prior communication], and I

wanted to check in to ensure everything is on track.

If you need any further assistance or have any questions, please feel free to

reach out. I am happy to help in any way I can.

Thank you for your attention to this matter, and I look forward to hearing from

you soon.
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Best regards,

[Your Name]

[Your Title (if applicable)]

[Your Company (if applicable)]

[Contact Information]
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