
[Your Name]  

[Your Position]  

[Your Company/Organization]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient Name]  

[Recipient Position]  

[Recipient Company/Organization]  

[Recipient Address]  

[City, State, Zip Code]  

Dear [Recipient Name],  

Subject: Fully Qualified Domain Name (FQDN) Request  

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

registration and configuration of a Fully Qualified Domain Name (FQDN) 

for our [project/website/application] at [Your Company/Organization].  

Details of the requested FQDN are as follows:  

- Desired FQDN: [example.yourdomain.com]  

- Purpose of the domain: [Briefly explain the purpose]  

- Required services: [List any required services such as DNS, hosting, 

etc.]  

We believe that having this FQDN will greatly benefit [explain the 

benefits, e.g., enhance our online presence, improve accessibility, 

etc.].  

Please let me know if you require any additional information or 

documentation to process this request. I look forward to your prompt 

assistance.  

Thank you for your attention to this matter.  

Warm regards,  

[Your Name]  

[Your Position]  

[Your Company/Organization]  

[Your Signature (if sending a hard copy)] 


