[Date]

[Applicant Name]
[Applicant Address]
[City, State, Zip Code]

Subject: Incomplete Application for [Position/Program Name]
Dear [Applicant Name],

Thank you for your interest in [Company/Institution Name]. We have received your application
for the [Position/Program Name].

Upon reviewing your submission, we found that your application is currently incomplete. To
move forward with the review process, we require the following missing information or
documents:

e [Missing Item 1]
e [Missing Item 2]
e [Missing Item 3]

Please submit the requested items by [Deadline Date] to ensure your application remains under
consideration. You may send these documents via [Email Address/Online Portal/Mailing

Address].

If you have already sent this information or have any questions regarding this request, please
contact us at [Phone Number] or [Email Address].

Thank you for your prompt attention to this matter.
Sincerely,
[Your Name]

[Your Title]
[Company/Institution Name]



