
[Your Name]
[Your Position/Title]
[Your Company/Organization]
[Your Address]
[City, Zip Code]
[Email Address]
[Phone Number]

[Date]

[Recipient's Name]
[Recipient's Position/Title]
[Recipient's Company/Organization]
[Recipient's Address]
[City, Zip Code]

Subject: Service Request for [Service Name/Description]

Dear [Recipient's Name],

I am writing to formally request [describe the specific service or assistance you are seeking] from your
team.

[Add details about your request, including any relevant background information, deadlines, or
requirements.]

Your prompt attention to this request would be greatly appreciated. Please let me know if you need any
additional information.

Thank you for your assistance.

Sincerely,

[Your Name]
[Your Position/Title]


