Dear Sir/Ma’am. 
I [title][name] am writing to you about your project [project name] assigned to [organization name] on [date]. Currently your [project name] is in [design/development/testing] stage. Our {department name} is working tirelessly on it. However, they have arrived at a point where they require [document name] for moving ahead with the [project]. They have been through the [documents] delivered at the time of project assignment but they require more documents related to [issue] to move forward. 
As per the Government policies, these documents are critical for obtaining [license/NOC/permission] to move ahead with the project. We would request you to submit them at your earliest so that we can continue with the project and there is no delay in delivery date, and you face no inconvenience.
Looking forward to your cooperation.
Yours sincerely,
[Title]
[Name]
[Date]

writeletter2.com


w


riteletter2


.com


 


 


Dear Sir/Ma’am. 


 


I [title][name] am w


riting to you about your project [project name] assigned to [


organization


 


name] on [date]. Currently your [project name] is in [design/development/testing] stage. Our 


{department name} is working tirelessly on it. However, they have arrived at a point wher


e they 


require [document name] for moving ahead with the [project]. They have been through the 


[documents] delivered at the time of project assignment but they require more documents 


related to [issue] to move forward. 


 


As per the Government policies, thes


e documents are critical for obtaining


 


[license/NOC/permission] to move ahead with the project. We would request you to submit 


them at your earliest so that we can continue with the project and there is no delay in delivery 


date,


 


and you face no inconvenien


ce.


 


Looking forward to your cooperation.


 


Yours sincerely,


 


[Title]


 


[Name]


 


[Date]


 


 




w riteletter2 .com     Dear Sir/Ma’am.    I [title][name] am w riting to you about your project [project name] assigned to [ organization   name] on [date]. Currently your [project name] is in [design/development/testing] stage. Our  {department name} is working tirelessly on it. However, they have arrived at a point wher e they  require [document name] for moving ahead with the [project]. They have been through the  [documents] delivered at the time of project assignment but they require more documents  related to [issue] to move forward.    As per the Government policies, thes e documents are critical for obtaining   [license/NOC/permission] to move ahead with the project. We would request you to submit  them at your earliest so that we can continue with the project and there is no delay in delivery  date,   and you face no inconvenien ce.   Looking forward to your cooperation.   Yours sincerely,   [Title]   [Name]   [Date]    

