[Your Name]

[Your Address]

[City, State, Zip Code]
[Your Phone Number]
[Your Email]

[Date]

[Recipient Name]
[Recipient Title]
[Organization Name]
[Address]

[City, State, Zip Code]
RE: Supporting Documentation for [Reference Number or Project Name]

Dear [Recipient Name],

Regarding our recent [conversation/correspondence] on [Date], I am submitting the necessary
documentation to support my application for [Purpose of Application].

The following documents are enclosed for your review:
e [Document Name 1]
e [Document Name 2]

e [Document Name 3]

Please let me know if any additional information is required or if there are further steps I need to
take to complete this process. I look forward to hearing from you.

Sincerely,
[Your Signature]
[Your Printed Name]

Enclosures ([Number of Documents])



