
[Your Name]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient Name]  

[Recipient Title]  

CGI Federal  

[Company Address]  

[City, State, Zip Code]  

Dear [Recipient Name],  

Subject: Request for [Describe the Purpose of the Request]  

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

[describe your request in detail, including any specific information, 

documents, or assistance needed].  

[Provide any additional context or background related to your request. 

This may include relevant deadlines, previous communications, or specific 

concerns that prompted the request.]  

I appreciate your attention to this matter and look forward to your 

prompt response. Please do not hesitate to contact me at [your phone 

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

or clarification.  

Thank you for your assistance.  

Sincerely,  

[Your Name]  

[Your Job Title, if applicable]  

[Your Company/Organization, if applicable] 


