Current Date: [Date]

To: [Name of Recipient/Department]
[Company/Organization Name]
[Street Address]

[City, State, Zip Code]

Subject: Submission of Missing Documentation for [Property Address/Project Name]|
Dear [Name of Recipient],

In reference to the recent maintenance request/inspection conducted on [Date], | am submitting
the following documents that were previously missing from the file:

e [Name of Document 1]
e [Name of Document 2]
e [Name of Document 3]

These documents are being provided to ensure that all property maintenance records are up to
date and in compliance with [Local Regulations/Contract Terms/Safety Standards].

Please confirm receipt of these documents and let me know if any further information is required
to complete this file.

Sincerely,

[Your Signature]
[Your Printed Name]
[Your Title/Position]
[Your Phone Number]
[Your Email Address]



