
[Your Name]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient Name]  

[Company/Organization Name]  

[Recipient Address]  

[City, State, Zip Code]  

Dear [Recipient Name],  

Subject: Request for [Specify the Purpose, e.g., 'Work Commitment', 

'Leave', etc.] 

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

[briefly state the purpose of the request, e.g., a work commitment 

change, a leave of absence, etc.].  

[Provide a detailed explanation of your request, including any relevant 

dates, reasons, and any supporting information.] 

I appreciate your consideration of my request and look forward to your 

positive response. Please let me know if you require any additional 

information or if we can discuss this matter further. 

Thank you for your attention to this request. 

Sincerely,  

[Your Name]  

[Your Position, if applicable]  

[Your Department, if applicable] 


