
Documentation Request 

Date: [Insert Date] 

To: [Insert Recipient's Name]  

[Insert Recipient's Title/Position]  

[Insert Recipient's Organization]  

[Insert Address Line 1]  

[Insert Address Line 2] 

Dear [Recipient's Name], 

We are currently conducting a comprehensive assessment of our beneficiaries to enhance our 

services and ensure that we are meeting their needs effectively. As part of this process, we kindly 

request your assistance in providing the necessary documentation regarding [specify the 

information needed, e.g., financial records, demographic information, etc.]. 

Specifically, we would appreciate the following documents: 

• [Document 1] 

• [Document 2] 

• [Document 3] 

We understand the importance of confidentiality and assure you that all information provided 

will be handled with the utmost care and used solely for the purpose of this assessment. 

Please send the requested documentation by [insert deadline, e.g., two weeks from the date of 

this letter], to ensure a timely evaluation process. If you have any questions or require further 

clarification, do not hesitate to contact me at [insert phone number] or [insert email address]. 

Thank you for your attention to this matter and for your continued support. 

Sincerely, 

[Your Name]  

[Your Title/Position]  

[Your Organization]  

[Your Contact Information] 


