Follow up Remainder Letter on Report Submission and Meeting

[Your Name]
[Address]
[Letter Date]

[Recipients Name]
[Address]
[Subject: Subject of Letter] -Optional-

Dear [Recipient's Name],
[bookmark: _GoBack]It is to remind every employee to update their benefit files and make a report on it. You should confirm the updated status of the files including free transport, health care and some other benefits options in the file which you want to be practised by the end of this month. If you will not update your status on time, the standard benefits will be applied on your files which you may not like. The report should be completed by the end of this week as a meeting is going to be conducted next week in which you will be required to submit that report. If you have any question related to this, you can call us. We will be pleased to assist you.
 
[Your Name]
[Senders Title] -Optional-
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