Submission Deadline Checklist

Dear [Recipient's Name],

As we approach the submission deadline for [Project/Document Name], please find below a
checklist to ensure all preparations are completed on time:

Confirm final draft is completed and reviewed.

Gather all necessary supporting documents.

Check formatting and compliance with submission guidelines.
Ensure all required approvals are obtained.

Schedule a final review meeting.

Submit all materials by [Submission Date].
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If you have any questions or require further assistance, please do not hesitate to reach out.
Best regards,
[Your Name]

[Your Position]
[Your Company]



