
[Your Name]  

[Your Job Title]  

[Your Company Name]  

[Your Company Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient Name]  

[Recipient Job Title]  

[Recipient Company Name]  

[Recipient Company Address]  

[City, State, Zip Code]  

Dear [Recipient Name],  

I hope this message finds you well. I am writing to request information 

regarding [specific information needed] that would assist us in [reason 

for request, e.g., making a decision, conducting research, etc.].  

We are particularly interested in [specific details or questions you 

have], and any relevant documentation or data you could provide would be 

greatly appreciated.  

Thank you in advance for your assistance. I look forward to your prompt 

response.  

Sincerely,  

[Your Name]  

[Your Job Title]  

[Your Company Name] 


