[Your Name]

[Your Address]

[City, State, Zip Code]
[Your Phone Number]
[Your Email]

[Date]

[Recipient Name]

[Recipient Title]

[Organization Name]

[Address]

[City, State, Zip Code]

Subject: Request for Document Preparation Assistance - [Case/Reference Number]

Dear [Recipient Name],

I am writing to formally request professional assistance in the preparation of the following
documents: [List specific documents, e.g., legal filings, application forms, or contracts].

I require support to ensure that all information is accurate, formatted correctly, and compliant
with [mention specific laws, regulations, or institutional requirements]. Specifically, I am
seeking help with:

e Reviewing and drafting technical language.

e Compiling necessary supporting evidence and attachments.

o Finalizing the layout and submission structure.
I have attached all relevant background information and initial drafts for your review. Please let
me know your availability for a consultation to discuss the timeline and any associated fees for
this service.
Thank you for your time and expertise. I look forward to your prompt response.
Sincerely,

[Your Signature]

[Your Printed Name]



