Demand for Confidential Records Access

Date: [Insert Date]

[Your Name]

[Your Address]

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

[Recipient's Name]
[Recipient's Title]
[Company/Organization Name]
[Address]

[City, State, Zip Code]

Dear [Recipient's Name],
I am writing to formally request access to my confidential records held by
[Company/Organization Name] in accordance with [specify any relevant laws or regulations, if
applicable].
Details of the requested records are as follows:

o Type of Records: [Specify Type]

« Date Range: [Specify Date Range]

o Additional Information: [Any other pertinent information]
As the subject of these records, | believe | have the right to access this information. Please
provide these records within [specify reasonable time frame, e.g., 30 days] of receiving this

request.

If you require any further information to process this request, please do not hesitate to contact me
at [Your Phone Number] or [Your Email Address].

Thank you for your attention to this matter. | look forward to your prompt response.
Sincerely,

[Your Name]



