REQUEST FOR INFORMATION
REQUEST FOR INFORMATION		[Your Name]
		[Recipient Organisation]
	[Your Name]
	[Recipient Name]

	[Business Name]
	[Recipient Organisation]

	Phone: [Phone]
	Email: [Recipient Email]

	Email: [Email]
	

	[Date]
	

	Subject: [Project or Subject]



Please provide the information listed below by [Date Required].
[Optional: a sentence on why the information is needed, and who to send it to if not me.]

	No.
	Information Requested
	Preferred Format
	Response

	1
	[Description of the information]
	[e.g. PDF, Excel]
	

	2
	[Description of the information]
	[Format]
	

	3
	[Description of the information]
	[Format]
	



Thank you for your help. If you have any questions, please contact me on the details above.
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