
[Your Name]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient Name]  

[Recipient Title]  

[Company/Organization Name]  

[Recipient Address]  

[City, State, Zip Code]  

Dear [Recipient Name],  

I am writing to formally submit the required documents as per our recent 

communication. Please find attached the following documents for your 

review:  

1. [Document Name 1]  

2. [Document Name 2]  

3. [Document Name 3]  

I appreciate your attention to this matter and am available should you 

require any further information or clarification regarding the submitted 

documents.  

Thank you for your consideration.  

Sincerely,  

[Your Name] 


