
[Date] 

[Recipient Name] 

[Recipient Address] 

[City, State, Zip Code]  

Re: Status Update - Preparation of Final Review Closing Documents 

Dear [Recipient Name], 

This letter is to provide you with a formal status update regarding the preparation of the closing 

documents for [Project/Transaction Name or Reference Number]. 

We are currently in the Final Review stage of the document preparation process. Our team is 

conducting a comprehensive audit of all files to ensure accuracy, compliance, and completion of 

all required terms. 

Current Status: 

• Initial Drafting: Completed 

• Internal Department Review: Completed 

• Final Quality Assurance: In Progress 

We anticipate that the final document package will be ready for signature by [Expected Date]. 

Should we require any additional information or updated signatures to finalize the package, we 

will contact you immediately. 

Thank you for your patience as we finalize these materials. If you have any questions, please 

contact [Contact Person Name] at [Phone Number] or [Email Address]. 

Sincerely, 

[Your Name] 

[Your Title] 

[Company Name]  


