
[Your Name]  

[Your Position]  

[Your Department]  

[Your Company]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient Name]  

[Recipient Position]  

[Headquarters Name]  

[Headquarters Address]  

[City, State, Zip Code]  

Dear [Recipient Name],  

Subject: Request for [Specific Ask/Request]  

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

[specific details of your request], which I believe will greatly benefit 

our [team/department/project].  

[Provide context and rationale for the request. Explain why it is 

important and how it aligns with company goals or objectives.]  

I appreciate your consideration of this request and look forward to your 

positive response.  

Thank you for your attention to this matter.  

Sincerely,  

[Your Name]  

[Your Position] 


