
[Date] 

[Recipient Name] 

[Recipient Address] 

[City, State, Zip Code]  

RE: FINAL NOTICE - Missing Condominium Association Questionnaire Documentation 

Dear [Name], 

Our records indicate that despite previous requests, we have not yet received the required 

Condominium Association Questionnaire and supporting documentation for the property located 

at [Property Address]. 

This letter serves as a final notice. The completion of this documentation is mandatory to ensure 

compliance with [Association Name/Lender Requirements] and to maintain accurate records for 

the property. 

Please provide the following missing items immediately: 

• Completed Condominium Association Questionnaire 

• [List other missing document, e.g., Current Budget] 

• [List other missing document, e.g., Certificate of Insurance] 

Failure to submit these documents by [Deadline Date] may result in [mention consequence, e.g., 

a hold on processing, administrative fees, or legal review]. 

You may submit the documents via: 

• Email: [Email Address] 

• Fax: [Fax Number] 

• Mail/In-Person: [Office Address] 

If you have already submitted these documents within the last 24 hours, please disregard this 

notice. If you have any questions, contact our office at [Phone Number]. 

Sincerely, 

[Your Name/Signature] 

[Title/Company Name] 

[Contact Information]  


