
[Your Name] 

[Your Position] 

[Your Company/Organization] 

[Address] 

[City, State, Zip Code] 

[Email Address] 

[Phone Number] 

[Date] 

[Recipient's Name] 

[Recipient's Position] 

[Recipient's Company/Organization] 

[Address] 

[City, State, Zip Code] 

Dear [Recipient's Name], 

I am writing to formally request documentation related to the financial misconduct investigation 

currently underway involving [specific details about the case, if applicable]. This information is 

crucial to facilitate a thorough and fair review of the situation. 

Please provide the following documents by [specific deadline, if applicable]: 

• [List of documents needed] 

• [Another document] 

• [Additional documents, if necessary] 

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

clarification, please do not hesitate to contact me. 

Sincerely, 

[Your Name] 

[Your Position] 



[Your Company/Organization] 


