
[Your Name] 

[Your Address] 

[City, State, Zip Code] 

[Email Address] 

[Phone Number] 

[Date] 

[Recipient's Name] 

[Recipient's Title] 

[Company/Organization Name] 

[Company Address] 

[City, State, Zip Code] 

Dear [Recipient's Name], 

I hope this message finds you well. I am writing to formally request copies of the technical 

manuals related to [specific equipment, software, or system] used in [specific context or project]. 

Access to these manuals is crucial for [brief explanation of purpose, e.g., effective training, 

maintenance, or operational tasks]. 

Could you kindly provide me with the following manuals: 

• [Manual Title 1] 

• [Manual Title 2] 

• [Manual Title 3] 

I appreciate your assistance in this matter. If possible, please let me know if there are any forms 

or procedures I should complete to facilitate this request. 

Thank you for your attention to this request. I look forward to your prompt response. 

Sincerely, 

[Your Name] 

[Your Position/Title] 

[Your Company/Organization] 


