
[Your Name]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient's Name]  

[Recipient's Position]  

[Company/Organization Name]  

[Company Address]  

[City, State, Zip Code]  

Dear [Recipient's Name],  

I hope this letter finds you well.  

I am writing to formally request the issuance of my Wage Protection 

System (WPS) documents for [specific period or purpose]. This information 

is essential for my records and to ensure compliance with necessary 

regulations.  

If you could provide these documents at your earliest convenience, I 

would greatly appreciate it. Should you need any further information or 

documentation from my side to expedite this request, please do not 

hesitate to let me know.  

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

prompt response.  

Sincerely,  

[Your Name] 


