
[Your Name]  

[Your Position]  

[Your Company]  

[Your Company Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient Name]  

[Recipient Position]  

[Recipient Company]  

[Recipient Company Address]  

[City, State, Zip Code]  

Dear [Recipient Name],  

I hope this message finds you well. I am writing to formally request the 

following documents essential for [briefly explain the purpose, e.g., our 

upcoming project, compliance review, etc.]:  

1. [Document Name/Description]  

2. [Document Name/Description]  

3. [Document Name/Description]  

We appreciate your attention to this matter, and we believe that timely 

access to these documents will greatly assist us in [explain how it will 

help]. If you could provide these documents by [specific deadline, if 

applicable], it would be greatly appreciated.  

Thank you for your cooperation. Please feel free to contact me at [your 

phone number] or [your email address] should you need any further 

information or clarification.  

Sincerely,  

[Your Name]  

[Your Position]  

[Your Company] 


