
[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],  

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

copy of [specify the document or documents you wish to obtain] from your 

records.  

To assist with this request, I have included the following information:  

- [Your date of birth or other identifying details]  

- [Any relevant account numbers or identifiers]  

- [Any other information relevant to your request]  

I would appreciate your assistance in processing this request at your 

earliest convenience. If you require any additional information to 

fulfill this request, please do not hesitate to contact me.  

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

prompt response.  

Sincerely,  

[Your Name] 


