
Request for Additional Documentation 

Date: [Insert Date] 

To: [Recipient's Name] 

[Recipient's Title] 

[Recipient's Organization] 

[Recipient's Address] 

Dear [Recipient's Name], 

I hope this message finds you well. I am writing to request additional documentation related to 

[specific project or case name]. We appreciate your cooperation so far and would like to ensure 

that we have all the necessary information to proceed. 

Specifically, we require the following documents: 

• [Document 1] 

• [Document 2] 

• [Document 3] 

These documents will greatly assist us in [brief explanation of why the documents are needed]. 

We kindly ask that you submit the requested information by [insert deadline]. 

Thank you for your attention to this matter. Should you have any questions or require further 

clarification, please do not hesitate to reach out. 

Sincerely, 

[Your Name] 

[Your Title] 

[Your Organization] 

[Your Contact Information] 


