
Your Name 

Your Address 

City, State, Zip Code 

Email Address 

Phone Number 

Date 

Recipient Name 

Recipient Title 

Company/Organization Name 

Company Address 

City, State, Zip Code 

Dear [Recipient Name], 

I am writing to formally request [describe the request briefly]. [Provide additional 
details and context about the request]. 

Thank you for considering my request. I look forward to your positive response. 

Sincerely, 

Your Name 

Thank you for your time. 


