[Your Name/Department]

[Your Company Name]

[Date]

To: [Recipient Name]

Subject: Request for Missing Financial Documentation - [Account/Reference Number]
Dear [Recipient Name],

We are currently reviewing our records for the period of [Date Range]. During this process, we
identified that the following financial documents are missing from your file:

e [Document Name 1, e.g., Invoice #123]
e [Document Name 2, e.g., Bank Statement for March]
e [Document Name 3, e.g., Expense Receipt]

To ensure our records remain accurate and compliant, please provide copies of these documents
by [Due Date].

You may submit these files via:
e Email: [Email Address]
e Upload: [Link to Secure Portal]
e Mail: [Physical Address]

If you have already sent these documents or if they are no longer available, please let us know as
soon as possible.

Thank you for your prompt attention to this matter.
Sincerely,

[Your Signature]

[Your Printed Name]

[Your Title]
[Your Phone Number]



