
Date: [Insert Date] 

[Your Name] 

[Your Position] 

[Your Company Name] 

[Your Company Address] 

[City, State, Zip Code] 

Email: [Your Email] 

Phone: [Your Phone Number] 

 

[Recipient's Name] 

[Recipient's Position] 

[Recipient's Company Name] 

[Recipient's Company Address] 

[City, State, Zip Code] 

 

Dear [Recipient's Name], 

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

for [Software Name]. It is essential for our team to have access to comprehensive documentation 

to ensure proper implementation and maintenance. 

Specifically, we are looking for the following documents: 

• User Manual 

• API Documentation 

• System Architecture Overview 

• Installation Guide 

Having these documents would greatly facilitate our development process and enhance our 

understanding of your software's capabilities. 



Thank you for considering our request. I look forward to your prompt response. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Company Name] 


