[Your Name/Agency Name]
[Your Address]

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

[Email Address]

[Date]

[Recipient Name]

[Recipient Address]

[City, State, Zip Code]

RE: Missing Disclosure Documentation - [Property Address]

Dear [Recipient Name],

Upon reviewing the compliance file for the property located at [Property Address], we noted that
the following mandatory disclosure document(s) are missing or incomplete:

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

State regulations and agency policy require these disclosures to be fully executed and on file to
ensure a transparent transaction and to protect all parties involved. Please provide the signed
documents or the necessary information by [Deadline Date].

You may submit the documents via email at [Email Address] or drop them off at our office. If
you have already sent these documents, please disregard this notice or contact me to confirm
receipt.

Thank you for your prompt attention to this matter.

Sincerely,

[Your Name]

[Your Title]
[Agency Name]



