
[Your Name]  

[Your Position]  

[Your Company]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient's Name]  

[Recipient's Position]  

[Recipient's Company]  

[Recipient's Address]  

[City, State, Zip Code]  

Dear [Recipient's Name],  

I hope this message finds you well. I am writing to formally request 

access to the File Transfer Protocol (FTP) server for [specific purpose, 

e.g., project collaboration, data transfer, etc.].  

As part of [briefly describe your role or project], I require access to 

[mention specific files or data, if applicable] in order to ensure 

continuity and efficiency in our workflow.  

To facilitate this request, I would appreciate it if you could provide me 

with the necessary credentials and any relevant guidelines for accessing 

the FTP server. If there are any forms or agreements that need to be 

completed, please let me know, and I will ensure they are handled 

promptly. 

Thank you for considering my request. Should you need any further 

information or clarification, please do not hesitate to reach out. 

Best regards,  

[Your Name]  

[Your Position]  

[Your Company] 


