Inquiry for Extra Paperwork
Date: [Insert Date]

[Your Name]

[Your Address]

[City, State, Zip Code]
[Your Email Address]
[Your Phone Number]

[Recipient's Name]
[Recipient's Position]
[Company/Organization Name]
[Company Address]

[City, State, Zip Code]

Dear [Recipient's Name],

I hope this message finds you well. I am writing to inquire about additional paperwork required
for [briefly explain the purpose, e.g., the completion of my application, my upcoming project,

etc.].

Could you please provide me with the details regarding any extra documents that may be
necessary? | want to ensure that | have everything in order to avoid any delays.

Thank you for your assistance. | look forward to your prompt response.

Sincerely,
[Your Name]



