
[Your Name]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient's Name]  

[Recipient's Position]  

[Company/Organization Name]  

[Address]  

[City, State, Zip Code]  

Dear [Recipient's Name],  

Subject: Request for Information on [Specific Topic]  

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

information regarding [specific topic or issue]. As [briefly explain your 

connection to the topic, e.g., a student, researcher, or stakeholder], I 

believe that the information you provide will greatly assist in [explain 

purpose or benefit of the request].  

I would appreciate it if you could include [specify any particular 

details or documents you need, if applicable] by [provide a deadline, if 

necessary].  

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

response.  

Sincerely,  

[Your Name]  

[Your Position, if applicable]  

[Your Organization, if applicable] 


