
[Your Name] 

[Your Address] 

[Your Phone Number] 

[Your Email]  

[Date]  

[Recipient Name] 

[Recipient Title/Department] 

[Organization Name] 

[Organization Address]  

RE: [Reference Number or Subject Matter] 

Dear [Recipient Name], 

Please find enclosed the supporting documentation regarding [describe the purpose of the letter, 

e.g., my application for X, the insurance claim for Y, or the contract for Z]. 

As requested, I have included the following documents for your review: 

• [Document Name 1] 

• [Document Name 2] 

• [Document Name 3] 

These documents provide the necessary information to process my [application/request/claim]. 

Should you require any additional information or have further questions, please feel free to 

contact me at [Your Phone Number] or [Your Email]. 

Thank you for your time and assistance with this matter. 

Sincerely, 

[Your Signature] 

[Your Printed Name]  

Enclosures ([Number of Enclosures]) 


