Your Name

Your Address

City, State, Zip Code
Email Address
Phone Number

Date

Recipient's Name

Recipient's Title
Company/Organization Name
Address

City, State, Zip Code

Dear [Recipient's Name],

| hope this letter finds you well. I am writing to formally request access to the following legal
documents: [Specify the documents you need, e.g., contracts, agreements, court files, etc.].

The purpose of my request is [explain the reason for the request, e.g., for ongoing legal
proceedings, personal record, etc.]. I understand that such documents may be subject to certain
processing fees, and 1 am willing to cover any reasonable costs associated with this request.

Please let me know if you require any additional information or documentation to process my
request. | can be reached at [your phone number] or [your email address].

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

[Your Name]



