
[Your Name]  

[Your Title]  

[Your Company]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient Name]  

[Recipient Title]  

[Recipient Company]  

[Recipient Address]  

[City, State, Zip Code]  

Dear [Recipient Name],  

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

[specific documents or information you need] pertaining to [brief 

explanation of the purpose of the request].  

The requested documents will greatly assist us in [explain how it will 

help your business or project]. If possible, I would appreciate receiving 

the documents by [specific date].  

Thank you for your attention to this matter. Please feel free to contact 

me at [your phone number] or [your email address] if you have any 

questions or need further clarification.  

Sincerely,  

[Your Name]  

[Your Title]  

[Your Company] 


