
[Your Name]  

[Your Address]  

[City, State, ZIP Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient's Name]  

[Recipient's Title]  

[Company/Organization Name]  

[Company Address]  

[City, State, ZIP Code]  

Dear [Recipient's Name],  

I am writing to formally request [specific request details] from 

[specific organization or individual]. This request is important because 

[briefly explain the reason for the request]. 

I hope to receive a response at your earliest convenience. Thank you for 

considering my request.  

Sincerely,  

[Your Name] 


