Douglas Hounds
[Address]
[Recipients Name]
[Address]
[Subject: Subject of Letter] -Optional-
Dear [Recipient's Name],
I am writing this letter to you to inform you that you recently reached our company for services. We are glad to serve you with your project but there are some issues that we are facing regarding your submitted documents. The documents that you have submitted aren’t adequate. There are some necessary pieces of information that are missing because of which the requirements aren’t fulfilled yet. We cannot take the risk of working on a project without having the proper information about its requirements.
You are requested to submit the [enter documents] and only then the work on the project can be initiated. Please submit the above-mentioned documents at your earliest.
For any queries, contact our office number 123-4567-8901.
Sincerely,
Douglas Hounds
[Senders Title] -Optional-
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