Outstanding Paperwork Update

Dear [Recipient's Name],

I hope this message finds you well. I am writing to provide you with an update regarding the
outstanding paperwork we discussed previously.

As of today, the following documents are pending:
o [Document 1]
e [Document 2]

e [Document 3]

We kindly request that you submit these documents at your earliest convenience to ensure a
smooth process. If you have any questions or need assistance, please don't hesitate to reach out.

Thank you for your prompt attention to this matter.
Sincerely,
[Your Name]

[Your Position]
[Your Contact Information]



