Formal Request for Document Disclosure

[Your Name]

[Your Address]

[City, State, Zip Code]
[Email Address]
[Phone Number]
[Date]

[Recipient Name]
[Recipient Title]
[Organization Name]
[Organization Address]
[City, State, Zip Code]

Dear [Recipient Name],
I am writing to formally request access to [specific documents or information needed] in
accordance with [relevant law or regulation, if applicable]. This information is required for
[briefly explain the purpose of the request].
For your convenience, | have included a list of the specific documents | am requesting:

e [Document 1]

o [Document 2]

e [Document 3]

| appreciate your timely attention to this matter and kindly request a response by [specific date].
Should you require any further information or clarification, please do not hesitate to contact me.

Thank you for your cooperation.

Sincerely,
[Your Name]



