
Application for Printing Guidelines 

Date: [Insert Date] 

[Your Name] 

[Your Address] 

[City, State, Zip Code] 

[Your Email] 

[Your Phone Number] 

To, 

[Recipient's Name] 

[Recipient's Title] 

[Company/Organization Name] 

[Company Address] 

[City, State, Zip Code] 

Dear [Recipient's Name], 

I am writing to formally request the printing guidelines for [Specific Project/Document]. As we 

are preparing to commence this project, having access to the appropriate printing specifications 

will greatly assist us in ensuring quality and consistency. 

We would appreciate it if you could provide us with the necessary documents or guidelines at 

your earliest convenience. Thank you for your assistance. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Organization] 


