[Your Name]

[Your Title/Position]
[Company/Organization Name]
[Address Line 1]

[Address Line 2]

[City, State, ZIP]

[Email Address]

[Phone Number]

[Date]

[Recipient Name]

[Recipient Title/Position]
[Recipient Company/Organization]
[Recipient Address Line 1]
[Recipient Address Line 2]

[City, State, ZIP]

Subject: Request for Information

Dear [Recipient Name],

I am writing to formally request information regarding [state the specific information or purpose]. This
information is required for [briefly mention reason or project/context, if applicable].

Please provide the following details:

e [Detail or document #1]
e [Detail or document #2]
e [Detail or document #3]

We would appreciate it if the requested information could be provided by [mention a deadline, if any].

Thank you in advance for your cooperation. Should you need further clarification, please feel free to contact
me.

Sincerely,

[Your Name]
[Your Title/Position]

[Company/Organization Name]



