
Urgent Request for Business License 

Renewal 

Date: [Insert Date] 

[Your Name] 

[Your Position] 

[Your Company Name] 

[Company Address] 

[City, State, Zip Code] 

[Email Address] 

[Phone Number] 

[Recipient Name] 

[Recipient Position] 

[Issuing Authority/Department Name] 

[Authority Address] 

[City, State, Zip Code] 

Dear [Recipient Name], 

I am writing to urgently request the renewal of our business license for [Your Company Name], 

which is set to expire on [Expiration Date]. Due to unforeseen circumstances, we have been 

unable to complete the renewal process in a timely manner. 

We understand the importance of maintaining our licenses and are committed to complying with 

all necessary regulations. We are currently working to finalize the required documents and are 

requesting your assistance in expediting the renewal process to avoid any disruption to our 

business operations. 

Thank you for your understanding and support. Please do not hesitate to contact me directly at 

[Your Phone Number] or [Your Email Address] if you require any further information. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Company Name] 


