
Letter of Introduction for Supplementary 

Records 

Date: [Insert Date] 

To whom it may concern, 

I hope this message finds you well. My name is [Your Name], and I am writing to introduce 

supplementary records related to [specific topic or article title]. These documents provide 

additional insights and information that complement the existing records. 

Enclosed with this letter you will find: 

• Supplementary Record 1: [Brief description] 

• Supplementary Record 2: [Brief description] 

• Article Reference: [Title and Author of the Article] 

I believe that these supplementary records will enhance your understanding of the topic and 

provide valuable context. Please feel free to reach out if you need further information or 

clarification. 

Thank you for your attention to this matter. I look forward to your feedback. 

Sincerely, 

[Your Name] 

[Your Title] 

[Your Organization] 

[Your Contact Information] 


