
Essential Reminder for Embassy Paperwork Submission 

Date: [Insert Date] 

To: [Recipient Name] 

From: [Your Name] 

Subject: Reminder for Embassy Paperwork Submission 

Dear [Recipient Name], 

This is a friendly reminder regarding the submission of your paperwork for the embassy. Please 

ensure that the following documents are prepared and submitted by the deadline of [Insert 

Deadline]: 

• Completed application form 

• Passport-sized photographs 

• Valid passport 

• Proof of payment 

• Supporting documents 

It is important to submit all required documents to avoid any delays in processing your 

application. If you have any questions or need assistance, please feel free to contact me. 

Thank you for your attention to this matter. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Contact Information] 


