[Your Name]

[Your Title/Department]
[Your Organization]
[Date]

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

Subject: Final Request for Outstanding Documentation - Application [ID Number]
Dear [Applicant Name],
We are writing to follow up on our previous requests regarding your application for
[Position/Program Name]. Our records indicate that we have not yet received the following
required documents:

e [Document Name 1]

e [Document Name 2]

e [Document Name 3]
Please be advised that these documents are essential for the completion of your application
process. If we do not receive the items listed above by [Deadline Date], your application will be

considered incomplete and will be officially closed in our system.

If you have already submitted these documents, please disregard this notice. Otherwise, you may
submit the pending files via [Submission Method, e.g., online portal/email].

Thank you for your prompt attention to this matter.
Sincerely,
[Your Signature]

[Your Printed Name]
[Your Organization Name]



