Reminder for Pending Document Submission

Dear [Supplier Name],

| hope this message finds you well. I am writing to remind you that we are still awaiting the
submission of the following electronic documents:

o [Document 1]
e [Document 2]
o [Document 3]

These documents are essential for us to proceed with [specific process or project]. We kindly
request that you submit them by [specific deadline].

If you have already sent these documents, please disregard this reminder. Otherwise, please let
us know if you are facing any issues with the submission.

Thank you for your attention to this matter. We look forward to your prompt response.
Best regards,

[Your Name]

[Your Position]

[Your Company]
[Your Contact Information]



