FORMAL REQUEST LETTER

To:

From:

Subject:

Dear Sir or Madam,

| am writing to formally request the following information/documents/actions as outlined below. This request is made
pursuant to applicable laws and regulations of the United States, and your timely compliance is appreciated to ensure
proper processing and legal adherence.

Requested Items/ Actions:
1. Detailed documentation supporting the claims or records related to the subject matter of this request.

2. Copies of any contracts, agreements, or other pertinent legal documents relevant to the transaction or matter.
3. Any correspondence or communications that pertain to the subject of this request.
4. Specific data or reports asidentified in the attached appendices or referenced materials.

5. Confirmation of receipt of this request and an estimated timeline for fulfillment.

Please be advised that failure to respond to this request in atimely and complete manner may result in further legal
action to enforce compliance. This letter and any responses are intended to be legally binding and enforceable under
United States law. We expect your cooperation in full compliance with applicable statutes and regulations.

Please direct all communications and documents related to this request to the undersigned at the earliest convenience.

Thank you for your prompt attention to this matter.

Sincerely,

Requester Name:
Title/Position:
Organization:
Address:

Signature: Date:




This Formal Request Letter isissued in accordance with applicable laws and regulations of the United States and is intended to be legally binding and enforceable. Any
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