Closing Procedures and Deadline Reminder

Dear [Recipient's Name],

This is a friendly reminder regarding the upcoming closing procedures and associated deadlines
for [Project/Transaction Name]. Please take note of the following important dates:

Key Deadlines:

o Final Documentation Submission: [Date]
o Last Day for Adjustments: [Date]
e Closing Date: [Date]

Closing Procedures:

1. Review all submitted documents for accuracy.
2. Ensure all necessary signatures are obtained.
3. Coordinate with all parties involved for a smooth closing.

Should you have any questions or require further assistance, please do not hesitate to reach out.
Thank you for your attention to this matter.

Sincerely,

[Your Name]

[Your Position]
[Your Company]
[Contact Information]



