
[Your Name]  

[Your Position]  

[Your Company]  

[Company Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Client's Name]  

[Client's Position]  

[Client's Company]  

[Client's Address]  

[City, State, Zip Code]  

Dear [Client's Name],  

Subject: Request for Documents  

I hope this message finds you well. In order to proceed with [specific 

project or purpose], we kindly request the following documents from you: 

1. [Document 1] 

2. [Document 2] 

3. [Document 3] 

Please provide these documents by [specific deadline] to ensure we stay 

on schedule. If you have any questions or need further clarification, 

feel free to reach out to me directly. 

Thank you for your cooperation.  

Best regards,  

[Your Name]  

[Your Position]  

[Your Company] 


