
Letter of Request for Additional Information 

Date: [Insert Date] 

[Your Name] 

[Your Address] 

[City, State, Zip Code] 

[Email Address] 

[Phone Number] 

[Recipient Name] 

[Recipient Title/Position] 

[Company/Organization Name] 

[Company Address] 

[City, State, Zip Code] 

Dear [Recipient Name], 

I hope this message finds you well. I am writing to request additional information regarding 

[specific topic or issue] that was discussed during our previous correspondence on [date of prior 

correspondence]. 

To proceed effectively, I would greatly appreciate if you could provide the following 

information: 

• [Detail 1] 

• [Detail 2] 

• [Detail 3] 

Your assistance in this matter is very important and will help us to ensure that we can move 

forward promptly. Please let me know if you require any further details from my side. 

Thank you for your attention to this matter. I look forward to your prompt response. 

Sincerely, 

[Your Name] 


