
[Your Name] 

[Your Address] 

[City, State, Zip Code] 

[Email Address] 

[Phone Number] 

[Date] 

[Recipient's Name] 

[Recipient's Title] 

[Company's Name] 

[Company's Address] 

[City, State, Zip Code] 

Dear [Recipient's Name], 

I hope this message finds you well. I am writing to kindly request your guidance regarding my 

current job functions within [Your Department/Team Name]. As I strive to perform my 

responsibilities to the best of my ability, I believe that your insights would be incredibly 

valuable. 

Specifically, I would appreciate your advice on [mention particular aspects of the job functions 

you're seeking guidance on]. Your expertise in this area would greatly assist me in [explain how 

their guidance will help you]. 

Thank you for considering my request. I am looking forward to your response and any advice 

you may have to share. 

Warm regards, 

[Your Name] 

[Your Job Title] 


