
Formal Request for Sensitive Information 

[Your Name] 

[Your Address] 

[City, State, Zip Code] 

[Email Address] 

[Phone Number] 

[Date] 

 

[Recipient's Name] 

[Recipient's Position] 

[Company/Organization Name] 

[Company/Organization Address] 

[City, State, Zip Code] 

 

Dear [Recipient's Name], 

 

I am writing to formally request sensitive information regarding [specific details about the 

information] in accordance with [relevant laws or policies]. This information is necessary for 

[explain reason for the request]. 

 

To ensure that the information is handled securely, I am able to provide any necessary 

identification or documentation required for processing this request. 

 

Please let me know if there are any forms I need to complete or if you require further details to 

facilitate this request. I appreciate your attention to this matter and look forward to your prompt 

response. 



 

Thank you for your cooperation. 

 

Sincerely, 

 

[Your Name] 


