
Case Closure Timeline Notification 

Date: [Insert Date] 

To: [Recipient's Name] 

Address: [Recipient's Address] 

Dear [Recipient's Name], 

We are writing to inform you of the expected timelines for the closure of your case number 

[Insert Case Number]. We are committed to keeping you updated throughout this process. 

Expected Timelines: 

• Initial Review: [Start Date] to [End Date] 

• Additional Information Gathering: [Start Date] to [End Date] 

• Final Assessment: [Start Date] to [End Date] 

• Completion of Closure Procedures: [Target Closure Date] 

We appreciate your patience and understanding as we work towards resolving this matter. 

If you have any questions or require further information, please do not hesitate to contact us. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Organization] 

[Contact Information] 


