
Assurance Letter for Document Collection 

Date: [Insert Date] 

[Your Name]  

[Your Position]  

[Your Company]  

[Your Address]  

[City, State, Zip Code]  

[Your Email]  

[Your Phone Number] 

To Whom It May Concern, 

This letter serves to assure you that [Your Company] will be collecting the necessary documents 

required for [specific purpose, e.g., verification, application]. We understand the importance of 

these documents and are committed to handling them with care and confidentiality. 

The authorized representative from our team, [Representative's Name], will be visiting your 

office on [date] to collect the required documents. Please ensure that these documents are 

prepared for collection to streamline the process. 

If you have any questions or need further information, please do not hesitate to contact me 

directly at [Your Phone Number] or [Your Email]. 

Thank you for your cooperation. 

Sincerely, 

[Your Name]  

[Your Position]  

[Your Company] 


