
[Your Name]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient's Name]  

[Recipient's Title]  

[Company/Organization Name]  

[Company Address]  

[City, State, Zip Code]  

Dear [Recipient's Name],  

Subject: Request for [Specific Document(s)]  

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

[specific document(s) or information] under [applicable law or policy, if 

relevant, e.g., Freedom of Information Act, company policy, etc.].  

To assist you in processing my request, I have included the following 

details:  

- Purpose of the request: [Explain briefly why you need the document(s)]  

- Specific document(s) requested: [List the documents or information you 

require]  

- Any relevant dates or timeframes: [Provide context if applicable]  

I understand that there may be a process for reviewing and fulfilling 

this request, and I am willing to provide any further information 

necessary to facilitate this. Furthermore, please let me know if there 

are any associated costs or fees for this request.  

Thank you for your attention to this matter. I look forward to your 

prompt response.  

Sincerely,  

[Your Signature (if sending a hard copy)]  

[Your Printed Name] 


