
[Your Name] 

[Your Address] 

[City, State, Zip Code] 

[Email Address] 

[Phone Number] 

[Date] 

[Recipient's Name] 

[Recipient's Title] 

[Department/Organization Name] 

[Address] 

[City, State, Zip Code] 

Dear [Recipient's Name], 

I am writing to formally request the reauthorization of my business license for [Business Name], 

located at [Business Address]. Due to [brief explanation of reasons for reauthorization], I believe 

that my business continues to meet all requirements and regulations set forth by your office. 

As a [type of business] since [year], I have consistently complied with all necessary regulations, 

and I am committed to maintaining the standards expected by [Department/Organization Name]. 

Attached are the relevant documents that outline our compliance and any additional information 

that may assist in the review process. 

I kindly ask for your attention to this matter and look forward to your prompt response. Please 

feel free to contact me at [Phone Number] or [Email Address] should you require any further 

information. 

Thank you for considering my request. 

Sincerely, 

[Your Name] 

[Your Title/Position] 

[Business Name] 


