
[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 [specific information or access to 

records] under the [relevant law or policy, e.g., Freedom of Information 

Act].  

[Provide a brief background or reason for the request, detailing any 

specific documents or information you are seeking.]  

I believe this information is important because [explain the significance 

or relevance of the request].  

If there are any fees for searching or copying this information, please 

let me know beforehand. I would appreciate a response within the 

timeframe specified by [mention applicable laws or guidelines].  

Thank you for your attention to this matter, and I look forward to your 

prompt response.  

Sincerely,  

[Your Name] 


