Dear [Recipient's Name],
I hope this message finds you well. This is a friendly reminder regarding the submission of the
required documents for [Association's Name]. As the deadline is approaching on [Deadline
Date], we would like to ensure that all necessary documents are received in a timely manner.
Please make sure to submit the following documents:
o [Document 1]
e [Document 2]
e [Document 3]
If you have any questions or need assistance, please do not hesitate to reach out.
Thank you for your attention to this matter.
Sincerely,
[Your Name]
[Your Position]

[Association's Name]
[Contact Information]



