
Date: [Insert Date] 

To: [Recipient Name] 

Address: [Recipient Address] 

Reference Number: [Insert ID or Case Number]  

Subject: Notice of Required Document Verification 

Dear [Recipient Name], 

We are currently processing your [Application/Account/Request] and require additional 

documentation to complete the verification process. Please provide the following documents by 

[Deadline Date]: 

• [Document Name 1, e.g., Valid Photo ID] 

• [Document Name 2, e.g., Proof of Address] 

• [Document Name 3, e.g., Recent Bank Statement] 

Submission Instructions: 

You may submit these documents via the following method: 

• Online Portal: [Insert URL] 

• Email: [Insert Email Address] 

• In Person/Mail: [Insert Physical Address] 

Please ensure that all copies are clear and legible. Failure to provide the requested documents by 

the specified deadline may result in a delay or rejection of your [Application/Request]. 

If you have already submitted these documents or have any questions, please contact us at 

[Phone Number] or [Email Address]. 

Thank you for your prompt attention to this matter. 

Sincerely, 

[Sender Name] 

[Job Title] 

[Organization Name]  


