
[Your Name]   

[Date] 

 

To:   

[Recipient’s Name]   

[Position or Organization] 

 

Subject: Submission of Required Documents 

 

Dear Sir/Madam, 

 

I am submitting the following documents for your reference: 

 

1. Certificate of Employment   

2. Barangay Clearance 

 

Please confirm once received. Thank you. 

 

Sincerely,   

[Your Name] 


