Recipient Name

Title

Company/Organization Name
Address

City, State, Zip Code

Email

Date

Dear [Recipient Name],

| hope this message finds you well. I am writing to formally request documentation regarding my
attendance for the period of [specific dates] at [location/event/organization]. This information is
required for [explain purpose, e.g., verification, records, etc.].

Could you please provide the necessary documents at your earliest convenience? | appreciate
your assistance in this matter.

Thank you for your attention to this request. | look forward to your prompt response.

Sincerely,

[Your Name]

[Your Title/Position]

[Your Contact Information]



