
[Your Name/Organization Name] 

[Your Address] 

[City, State, Zip Code] 

[Date] 

[Recipient Name] 

[Recipient Title] 

[Recipient Organization] 

[Recipient Address] 

Subject: Update on Preliminary Document Review - [Project/Case Name or Reference 

Number] 

Dear [Recipient Name], 

This letter is to provide you with a status update regarding the preliminary review of the 

documents submitted on [Submission Date] for [Project/Case Name]. 

Our team has completed an initial assessment of the materials provided. At this stage, we have 

determined the following: 

• Status: [In Progress / Substantially Complete / Pending Further Action] 

• Initial Findings: [Briefly describe findings or state "General compliance noted"] 

• Missing Information: [List any missing documents or state "None at this time"] 

Please note that this was a preliminary review intended to ensure all necessary components are 

present for a formal evaluation. A more comprehensive technical review will now follow. We 

anticipate providing a final determination or detailed feedback by [Date]. 

If you have any immediate questions or additional information to submit, please contact [Contact 

Person Name] at [Phone Number/Email]. 

Thank you for your cooperation. 

Sincerely, 

[Signature] 

[Your Printed Name] 

[Your Title] 


