
Urgent Reminder for Document Submission 

Dear [Recipient's Name], 

This is a reminder regarding the upcoming deadline for the submission of your documents for 

[specific purpose, e.g., visa application, passport renewal] at the embassy. The documents are 

due by [insert deadline date]. 

To ensure a smooth processing of your application, please make sure to submit the following 

documents: 

• [Document 1] 

• [Document 2] 

• [Document 3] 

• [Document 4] 

If you have already submitted the required documents, please disregard this message. Otherwise, 

we kindly urge you to prioritize this matter and complete your submission promptly. 

Should you have any questions or need further assistance, please do not hesitate to contact us at 

[contact information]. 

Thank you for your attention to this urgent matter. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Organization] 

[Contact Information] 


