
[Your Name]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient Name]  

[Recipient Title/Position]  

[Company/Organization Name]  

[Company Address]  

[City, State, Zip Code]  

Dear [Recipient Name],  

Subject: Request for Archiving Information  

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

archiving of specific information related to [briefly specify the 

information or documents]. This data is vital for [reason for archiving, 

e.g., compliance, reference, etc.].  

The details of the information to be archived are as follows:  

- [Detail 1]  

- [Detail 2]  

- [Detail 3]  

Please confirm the steps required to proceed with the archiving process, 

and let me know if there are any forms or additional information needed 

from my side.  

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

prompt response.  

Sincerely,  

[Your Name]  

[Your Title/Position] (if applicable)  

[Your Company/Organization] (if applicable) 


