
Document Retrieval Request 

Date: [Insert Date] 

To: [Recipient's Name] 

From: [Your Name] 

Subject: Request for Document Retrieval 

Dear [Recipient's Name], 

I hope this message finds you well. I am writing to formally request the retrieval of the following 

documents necessary for [state the purpose - e.g., a project, legal matter, etc.]: 

• [Document 1] 

• [Document 2] 

• [Document 3] 

Your assistance in this matter would be greatly appreciated, and it will help us meet our 

deadlines effectively. Please let me know if you require any additional information to facilitate 

this process. 

Thank you for your prompt attention to this matter. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Contact Information] 


