
Letter of Request 

Date: [Insert Date] 

[Your Name] 

[Your Address] 

[City, State, Zip Code] 

[Email Address] 

[Phone Number] 

[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. My name is [Your Name], and I am interested in exploring 

potential historical tour guides that your organization offers. I am particularly keen on [specific 

historical areas or themes you are interested in]. 

Could you please provide me with details regarding the available tour guides, including their 

qualifications, areas of expertise, and any upcoming tour schedules? Additionally, I would 

appreciate information on any associated costs and booking procedures. 

Thank you for your time and assistance. I look forward to your prompt response. 

Sincerely, 

[Your Name] 


