
[Your Name]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient Name]  

[Recipient Title]  

[Recipient Organization]  

[Organization Address]  

[City, State, Zip Code]  

Dear [Recipient Name],  

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

permission to use the following documents: [specify the documents] for 

[specific purpose, e.g., research, publication, presentation].  

The intended use of these documents will be [briefly explain how you plan 

to use the documents], and I believe they will significantly contribute 

to [state the benefit or relevance of using these documents].  

I assure you that proper credit will be given, and I will adhere to any 

conditions you may require for the use of these documents.  

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

response.  

Sincerely,  

[Your Name]  

[Your Title/Position, if applicable]  

[Your Organization, if applicable] 


