
[Date] 

[Recipient Name] 

[Recipient Address] 

[City, State, Zip Code]  

RE: Notice of Incomplete Documents - Purchase Contract Amendment 

Dear [Recipient Name], 

We are contacting you regarding the proposed Amendment to the Purchase Contract for the 

property located at [Property Address], dated [Original Contract Date]. 

Upon review of the documents submitted on [Submission Date], we noted that the Amendment is 

currently incomplete. Specifically, the following requirement has not been met: 

• Missing Signature(s): The document has not been signed by [Name of Missing 

Party/Parties]. 

Please be advised that until all parties have executed the document, the terms of the Amendment 

are not legally binding, and the original terms of the Purchase Contract remain in effect. 

To proceed, please ensure the Amendment is fully signed and returned to our office no later than 

[Due Date/Time]. 

If you have any questions or if you believe this notice was sent in error, please contact [Contact 

Name] at [Phone Number] or [Email Address]. 

Sincerely, 

[Your Name/Company Name] 

[Your Title]  


