
How to Request Composite Letter Delivery  
 

Note: As you navigate away from your status page and/or complete actions, there will be automatic updates made to your 

Status page. It may be helpful to bookmark your status page link for reference throughout the delivery request process. 

1. When your Composite Letter/Letter Packet is ready for delivery, you will receive the following 

email.  Click on Application Status Page.  

 

 

2. When you click on the link, your Status Page will have the following blurb. Click View Update.  

 

 

 

3. Review your Status Update and ensure you follow instructions carefully :  

 

 

 

 

 

 

 

 

 

 



4. Click on Return to Application Status at the bottom of the page.  

 

 

5. Scroll to the bottom of your Status Page to locate the PHA Letter Delivery Request Form link and 

click to access the form.  

 

 

 

6. Complete the PHA Letter Delivery Request Form, selecting your CAS(s) for your CL/Letter Packet  

delivery request(s) and uploading your CAS documentation associated with the request .  

*Please note that there is a  $50 LOR Service Fee for each CAS delivery . For those who  
have an approved fee waiver, you will  upload your conf irmation to this  form.  

 

 

7. Visit your Status Page and submit your LOR service fee payment(s). The payment links may take 

up to an hour to appear.  

 

  

[Name] 



8. Your Status Page will auto-populate additional checklist items to show which CAS(s) are awaiting 

delivery. Checklist items will be marked as “Received” when your CL/Letter Packet is delivered.  

 

 

    →   
 

 

 

Please allow up to 5 business days for delivery of your Composite Letter /Letter Packet to the 

CAS(s) you designate.  

As a courtesy, please do not contact any staff member of PHA for delivery status within 5 

business days. Unnecessary mail communications can cause delays for everyone as we work to 

deliver a very large number of Composite Letters. If after 5 days, your Composite Letter has not 

been delivered, please contact phaletters@emory.edu.  

mailto:phaletters@emory.edu

