
[Your Name]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient's Name]  

[Recipient's Title]  

[Recipient's Company/Organization]  

[Recipient's Address]  

[City, State, Zip Code]  

Dear [Recipient's Name],  

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

use of an electronic signature for the following document(s): [Brief 

description of the document(s) or purpose].  

The use of an electronic signature will ensure efficiency and facilitate 

a smoother process in our correspondence. I understand the importance of 

security and compliance, and I am prepared to follow any necessary 

protocols to ensure the integrity of this method.  

Please confirm if you require any additional information or if there are 

specific procedures to follow. I look forward to your prompt response.  

Thank you for considering my request.  

Sincerely,  

[Your Name]  

[Your Title/Position] (if applicable)  

[Your Company/Organization] (if applicable)  

[Your Signature (if sending a printed copy)] 


