[Your Name]

[Your Address]

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

[Phone Number]

[Date]

[Recipient's Name]
[Recipient's Title]
[Company/Organization Name]
[Company Address]
[City, State, Zip Code]
Dear [Recipient's Name],

I hope this message finds you well. I am writing to request additional information regarding the
[specific project name or description] that your team is currently undertaking.

As we progress in our evaluation and planning stages, it would be immensely helpful to have
further details on [specific aspects you need information on, e.g., timelines, budgets,
deliverables, etc.]. This information will enable us to [explain how the information will help,
e.g., make informed decisions, align efforts, etc.].

Thank you for considering my request. | look forward to your prompt response.

Best regards,

[Your Name]

[Your Job Title]

[Your Company/Organization]



