
Request for Supplementary Service 

Information 

Date: [Insert Date] 

[Your Name] 

[Your Address] 

[City, State, Zip Code] 

[Your Email] 

[Your Phone Number] 

 

[Recipient's Name] 

[Recipient's Title] 

[Company/Organization Name] 

[Company Address] 

[City, State, Zip Code] 

 

Dear [Recipient's Name], 

 

I am writing to request supplementary information regarding the services provided by [specify 

service or program]. This information is important for [explain purpose or need for the 

information]. 

 

Specifically, I would appreciate details on the following: 

• [Detail 1] 

• [Detail 2] 

• [Detail 3] 



 

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

 

Sincerely, 

[Your Name] 


