
[Your Name] 

[Your Address] 

[Your City, State, Zip Code] 

[Your Email] 

[Your Phone Number]  

[Date] 

The Honorable [Secretary's Full Name] 

Secretary of State 

[Office of the Secretary of State] 

[Mailing Address] 

[City, State, Zip Code]  

Dear Secretary [Last Name], 

[Subject: Regarding Office of the Secretary of State Information Request]  

[Body Paragraph 1: State the purpose of your letter and any specific information you are seeking 

from the Secretary of State's office.]  

[Body Paragraph 2: Provide any necessary background information, file numbers, or business 

entity details relevant to your request.]  

[Body Paragraph 3: Include your contact information and any deadlines or specific formats 

required for the response.]  

Sincerely, 

[Your Signature] 

[Your Printed Name]  


