
[Your Name] 

[Your Address] 

[City, State, Zip Code] 

[Email Address] 

[Phone Number] 

[Date] 

[Recipient's Name] 

[Recipient's Job Title] 

[Company/Organization Name] 

[Company Address] 

[City, State, Zip Code] 

Dear [Recipient's Name], 

I hope this message finds you well. My name is [Your Name], and I am a [Your Position/Title] at 

[Your Institution/Organization]. I am currently conducting research on [brief description of 

research topic], and I believe that [Company/Organization Name]'s case study would provide 

invaluable insights for my work. 

I am writing to kindly request access to any relevant business case studies or documentation that 

your organization may have regarding [specific case or area of interest]. This information would 

significantly aid me in my research and contribute to a deeper understanding of [specific aspect 

related to case study]. 

Rest assured, any information shared will be used solely for academic and research purposes, and 

appropriate credits will be acknowledged in any resulting publications. 

Thank you for considering my request. I look forward to your positive response. 

Sincerely, 

[Your Name] 

[Your Position/Title] 

[Your Institution/Organization] 


