
Export Compliance Documentation Inquiry 

Date: [Insert Date] 

[Your Name] 

[Your Position] 

[Your Company] 

[Your Address] 

[City, State, Zip Code] 

[Email Address] 

[Phone Number] 

 

[Recipient's Name] 

[Recipient's Position] 

[Recipient's Company] 

[Recipient's Address] 

[City, State, Zip Code] 

 

Dear [Recipient's Name], 

 

I hope this message finds you well. I am writing to seek clarification regarding the export 

compliance documentation required for [specific product or service]. We aim to ensure that our 

processes align with all applicable regulations and standards. 

Specifically, I would appreciate your guidance on the following points: 

• Required export licenses 

• End-use and end-user declarations 

• Any other relevant compliance documentation 



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

 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Company] 


