
[Your Name]  

[Your Title]  

[Your Company]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient Name]  

[Recipient Title]  

[Recipient Company]  

[Recipient Address]  

[City, State, Zip Code]  

Dear [Recipient Name],  

Subject: Due Diligence Submission  

We are pleased to submit the required documentation for due diligence 

related to [specific purpose or transaction]. Attached to this letter, 

you will find the following documents:  

1. [List Document 1]  

2. [List Document 2]  

3. [List Document 3]  

4. [Any additional documents]  

Please review the provided materials at your earliest convenience. Should 

you need any further information or clarification, do not hesitate to 

reach out.  

Thank you for your attention to this matter. We look forward to your 

feedback.  

Sincerely,  

[Your Signature (if sending a hard copy)]  

[Your Printed Name]  

[Your Title]  

[Your Company] 


