
Letter of Demand for Document Release 

[Your Name] 

[Your Address] 

[City, State, Zip Code] 

[Email Address] 

[Phone Number] 

[Date] 

[Recipient's Name] 

[Recipient's Title] 

[Company/Organization Name] 

[Company Address] 

[City, State, Zip Code] 

Dear [Recipient's Name], 

I am writing to formally demand the release of [specific documents required] that are currently in 

your possession. These documents are essential for [describe purpose], and I have not received 

any satisfactory response regarding their availability. 

According to our previous correspondence dated [insert date of prior correspondence], I was 

informed that these documents would be provided by [insert a promised date]. However, as of 

today, I have yet to receive them. 

I kindly request that the aforementioned documents be released to me by [set a reasonable 

deadline, e.g., seven days from the date of this letter]. If I do not receive the documents by this 

date, I may have to consider taking further action to obtain them. 

Thank you for your prompt attention to this matter. I look forward to your swift response. 

Sincerely, 

[Your Signature (if sending a hard copy)] 

[Your Printed Name] 


