
Official Legal Reference Request 

Date: [Insert Date] 

[Your Name] 

[Your Position] 

[Your Organization] 

[Your Address] 

[City, State, Zip Code] 

Email: [Your Email] 

Phone: [Your Phone Number] 

 

[Recipient's Name] 

[Recipient's Position] 

[Recipient's Organization] 

[Recipient's Address] 

[City, State, Zip Code] 

 

Dear [Recipient's Name], 

I am writing to formally request legal references pertaining to [specific legal matter or topic]. 

This information is essential for [brief explanation of purpose, e.g., compliance, ongoing case, 

research]. 

Please provide the documents or references at your earliest convenience. If you require any 

further details or clarification, do not hesitate to contact me. 

Thank you for your prompt attention to this matter. 

 



Sincerely, 

[Your Signature (if sending a hard copy)] 

[Your Printed Name] 

[Your Position] 

[Your Organization] 


