
[Your Name]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient Name]  

[Recipient Title]  

[Organization Name]  

[Organization Address]  

[City, State, Zip Code]  

Dear [Recipient Name],  

Subject: Permission to Access Files  

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

permission to access [specify the files or documents] for the purpose of 

[reason for access, e.g., research, project work, etc.].  

I believe that accessing these files will significantly aid in [explain 

how it will help, e.g., completing a project, conducting research, etc.]. 

I assure you that I will handle the information with the utmost 

confidentiality and respect.  

Please let me know if there are specific procedures I need to follow or 

if additional information is required to process my request.  

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

response.  

Sincerely,  

[Your Name]  

[Your Title/Position, if applicable]  

[Your Organization, if applicable] 


