
Date: [Insert Date] 

VIA: [Insert Delivery Method, e.g., Certified Mail / Email] 

[Recipient Name] 

[Recipient Title] 

[Company Name] 

[Company Address] 

[City, State, Zip Code]  

RE: NOTICE OF FILING DEFICIENCY - [Insert Regulation/Form Name] 

Dear [Recipient Name], 

This letter serves as formal notification that [Company Name] is in violation of [Insert Specific 

Regulation or Statute] regarding the mandatory filing of [Insert Name of Report/Form]. 

According to our records, the deadline for this filing was [Insert Deadline Date]. As of the date 

of this letter, we have not received the required documentation. Consequently, your account is 

currently marked as "Delinquent" or "Non-Compliant." 

To remedy this deficiency, you must take the following actions immediately: 

• Submit the completed [Insert Form Name] via [Insert Submission Method]. 

• Pay the accrued late filing fee of [Insert Amount, if applicable]. 

• Provide a written explanation for the delay (if required). 

Failure to submit the missing documentation by [Insert Final Grace Period Date] may result in 

further administrative action, including but not limited to: 

• Additional daily monetary penalties. 

• Suspension of [Insert License or Operating Privileges]. 

• Formal legal enforcement proceedings. 

If you believe this notice has been sent in error, or if you have already submitted the filing within 

the last 48 hours, please contact [Insert Department Name] at [Insert Phone Number] or [Insert 

Email Address]. 

Thank you for your immediate attention to this matter. 

Sincerely, 

[Your Name] 

[Your Title] 

[Regulatory Agency/Department Name]  


