
BUSINESS LETTERS
LETTER OF REQUEST



What is a Letter of Request?

It is a letter which is written to get:

• Certain information

• Permission

• Favour

• Service or any other matter

Which requires a polite and humble request



Writing style and paragraphs of the Letter of 
Request

Written in a formal writing style 
(could/would modal verbs are used often)

It has 2-3 paragraphs: 

• opening/main,

• closing



Opening/Main paragraph

introduce yourself  your name (My name is...); your
workplace/study place (and I work for; I am a student
of....)

make your request  give any necessary details; (I am
writing to request; to enquire about, etc...), if you need
more than one item (additionally, I would also like to
request....etc.)



Closing paragraph

call for action 

restate your request and give date by
which you need a response; state why you
need the response by this date; if you are
making a payment state the details of the
payment



Useful 
expressions



Letter of Request 
(example)



Writing tips

Be clear and specific! (use bulletpoints of necessary)

Be polite (your request is your need; always express your gratitude in the beginning
and the end of the letter. I would be grateful; Thank you in advance! etc)

Be short but not too short (write two paragraphs minimum and 3 max)

Proofreading is essential (check errors!)


