
[Your Name/Department] 

[Your Company Name] 

[Your Address] 

[City, State, Zip Code] 

[Date] 

[Recipient Name/Registered Agent] 

[Entity Name] 

[Address] 

[City, State, Zip Code] 

RE: Formal Request for Corporate Entity Information 

To Whom It May Concern, 

I am writing to formally request specific information regarding the corporate entity [Full Legal 

Name of Entity], registered under the jurisdiction of [State/Country] with the registration 

number [Registration Number, if known]. 

Please provide the following details for our records: 

• Current legal standing and certificate of good standing. 

• Full names and business addresses of current Directors and Officers. 

• Verification of the registered office address. 

• Confirmation of the ultimate beneficial ownership (UBO) structure. 

• [Additional Information Required, e.g., Tax ID or Articles of Incorporation]. 

This request is being made for the purpose of [Reason: e.g., Due Diligence, Know Your 

Customer (KYC) compliance, or Legal Verification]. 

Please provide the requested information and any supporting documentation by [Deadline Date]. 

If there are any fees associated with this request, please notify us before processing. 

Thank you for your prompt attention to this matter. 

Sincerely, 

[Signature] 

[Printed Name] 

[Job Title] 

[Phone Number] 

[Email Address] 


