
Application Submission Guidance Request 

Date: [Insert Date] 

To: [Recipient's Name] 

[Recipient's Title] 

[Organization Name] 

[Organization Address] 

Dear [Recipient's Name], 

I am writing to request guidance regarding the submission process for [specific application or 

program name]. I want to ensure that my application meets all the requirements and is submitted 

correctly. 

Could you please provide me with the necessary information on the following: 

• Submission deadlines 

• Required documents 

• Formatting guidelines 

• Any specific criteria or recommendations 

Your assistance in this matter would be greatly appreciated, as it will help me to prepare my 

application effectively. 

Thank you for your time and support. 

Sincerely, 

[Your Name] 

[Your Address] 

[Your Email] 

[Your Phone Number] 


