Documentation Request Letter

Date: [Insert Date]
To: [Partner's Name]
[Partner's Address]
[City, State, Zip Code]
Dear [Partner's Name],
I am writing to formally request documentation related to discrepancies noted in our current
contract, dated [insert contract date], between [Your Company Name] and [Partner's Company
Name].
We have identified several areas where the terms of the contract may not have been fully adhered
to, specifically in sections [insert specific sections or clauses]. To facilitate a thorough review
and resolution, we kindly ask you to provide the following documentation:

e [Document 1]

o [Document 2]

e [Document 3]
We believe that addressing these discrepancies promptly will strengthen our partnership and
ensure compliance with the agreed terms. Please provide the requested documentation by [insert
deadline] so that we may proceed effectively.
Thank you for your attention to this matter. We look forward to your prompt response.
Sincerely,
[Your Name]
[Your Position]

[Your Company Name]

[Your Contact Information]



