
[Your Name]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient's Name]  

[Recipient's Title]  

[Company/Organization Name]  

[Address]  

[City, State, Zip Code]  

Dear [Recipient's Name],  

Subject: Request for Airport Access at JFK 

I am writing to formally request access to John F. Kennedy International 

Airport (JFK) for [specific purpose of access, e.g., business, service, 

etc.].  

To facilitate this request, I am providing the following details:  

- Name: [Your Name]  

- Position: [Your Position]  

- Organization: [Your Organization]  

- Reason for Access: [Brief explanation of why access is needed]  

- Duration of Access: [Start and end dates]  

I understand the importance of security protocols at JFK and will comply 

with all necessary regulations and procedures. I have attached any 

required documentation for your review.  

Thank you for considering my request. I look forward to your prompt 

response.  

Sincerely,  

[Your Name]  

[Your Position]  

[Your Organization] 


