Date: [Insert Date]

[Your Name]

[Your Address]

[City, State, Zip Code]
[Your Email]

[Your Phone Number]

[Recipient's Name]
[Recipient's Title]
[Library/Office Name]
[Address]

[City, State, Zip Code]

Dear [Recipient's Name],

| hope this letter finds you well. I am writing to formally request information regarding the
details of the legal case with reference number [Insert Case Number]. | am particularly interested
in the following details:

o Date of filing

o Case status

o Hearing dates

o Parties involved

This information is crucial for [briefly explain your reason for needing the details]. | would
appreciate your assistance in providing these details at your earliest convenience.

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

Sincerely,
[Your Name]



