Your Name

Your Position

Your Company Name
Company Address
City, State, Zip Code
Email Address
Phone Number

[Date]

Recipient Name

Recipient Position
Recipient Company Name
Recipient Address

City, State, Zip Code

Dear [Recipient Name],

I am writing to formally request access to specific data regarding [briefly state the data or information you
need, e.g., "quarterly sales figures for the last fiscal year"]. Our company is currently [state purpose, e.g.,

"conducting a market analysis to improve our product offerings"], and this information is essential for our
review.

Could you please provide the following data:
- [Data Point 1]

- [Data Point 2]

- [Data Point 3]

(Add or adjust as necessary)

If possible, | would appreciate receiving this information by [desired deadline]. Should you require any
clarification regarding this request, please do not hesitate to contact me.

Thank you very much for your time and assistance.

Sincerely,

[Your Name]
[Your Position]

[Your Company Name]



