
Request for Private Information Disclosure 

Date: [Insert Date] 

To: [Recipient's Name]  

[Recipient's Title]  

[Organization's Name]  

[Organization's Address]  

[City, State, Zip Code] 

Dear [Recipient's Name], 

I hope this message finds you well. I am writing to formally request the disclosure of private 

information in accordance with [cite relevant laws or regulations, if applicable]. As [explain your 

relationship to the subject of the information, e.g., a legal guardian, an authorized representative, 

etc.], I believe I have the right to access the following information: 

• [Specify the first item of information requested] 

• [Specify the second item of information requested] 

• [Add more items as necessary] 

This information is essential for [briefly explain the purpose of the request]. I understand the 

importance of confidentiality and assure you that the information will be used solely for [specify 

intended use]. 

Please let me know if there are any forms or additional details required to process this request. I 

would appreciate your prompt attention to this matter. 

Thank you for your cooperation. 

Sincerely, 

[Your Name]  

[Your Address]  

[City, State, Zip Code]  

[Your Phone Number]  

[Your Email Address] 


