[Date]

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

Subject: NOTICE OF OUTSTANDING DOCUMENTS - SEPARATION AGREEMENT
REQUIRED

Dear [Recipient Name],

We are writing to follow up on the status of your file regarding [Case/Account Number]. Upon a
recent review, we noted that the following document is still missing:

o Signed Separation Agreement
This document is required to proceed with the processing of your [Application/Claim/File].
Failure to provide a complete and signed copy of this agreement may result in delays or the
administrative closure of your file.
Please submit the document by [Deadline Date] via one of the following methods:

e Email: [Email Address]

e Mail: [Mailing Address]

e Online Portal: [Website URL]

If you have already submitted this document, please disregard this notice. If you have questions
or require assistance, please contact us at [Phone Number].

Sincerely,

[Your Name/Department Name]
[Company Name]



