Inquiry for Document Access

[Your Name]

[Your Address]

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

[Date]

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

I am writing to formally request access to the following documents: [Specify documents or type
of documents], which are relevant to [brief explanation of the purpose for the request].

| believe these documents will be beneficial for [explain your reasons or how the documents will
be used]. If there is a standardized request form or required procedure, please let me know, and |
will comply promptly.

Thank you for considering my request. | look forward to your positive response.

Sincerely,

[Your Name]



