SAMPLE LETTER FOR MSDS - FIRST REQUEST
Date 

Insert Chemical Company Name 
& Address 
Re: MSDS Sheets 

Dear Sir: 

Our office maintains the MSDS records for the_____________________.  In updating our files, we have discovered that we are missing the following Material Safety Data Sheets for products which you manufacture or distribute to our facility. Please send us a copy of the following MSDS's listed: 

Chemical Name and Catalog Numbers

Please send the requested material to my attention at ______________________________________________________ If you have any questions, please contact our office at ______________________________________ 

Thank you for you help. 

Sincerely, 

