
Business Accounting Information Request 

Dear [Recipient's Name], 

I hope this message finds you well. I am writing to formally request accounting information 

regarding [specific information needed] for our records. 

As we prepare for our upcoming financial review, it is essential for us to have accurate and up-

to-date records. Specifically, we would appreciate it if you could provide us with the following 

information: 

• [Item 1] 

• [Item 2] 

• [Item 3] 

If possible, we would like to receive this information by [specific date]. Your prompt attention to 

this matter will be greatly appreciated and will assist us in ensuring compliance with our 

financial reporting obligations. 

Thank you for your assistance in this regard. Please don't hesitate to reach out if you need any 

further clarification. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Company] 

[Your Contact Information] 


