Request for Documented Receipt

Date: [Insert Date]
To: [Recipient's Name]
[Recipient's Position]
[Recipient's Organization]
[Recipient's Address]
[City, State, Zip Code]
Dear [Recipient's Name],
I hope this message finds you well. I am writing to formally request a documented receipt for the
contributions made by the beneficiary, [Beneficiary's Name], towards [specific project or
purpose]. This documentation is essential for our records and for ensuring transparency in our
operations.
Details of the contribution are as follows:
e Amount: [Insert Amount]
o Date of Contribution: [Insert Date]

o Contribution Method: [Insert Method]

Please send the documented receipt to the address mentioned above or via email at [Your Email
Address]. Your prompt attention to this matter would be greatly appreciated.

Thank you for your assistance.
Sincerely,

[Your Name]

[Your Position]

[Your Organization]

[Your Contact Information]



