
[Your Name]  

[Your Position]  

[Your Department]  

[Company Name]  

[Company Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient's Name]  

[Recipient's Position]  

[Recipient's Department]  

[Company Name]  

Dear [Recipient's Name],  

Subject: Request for Remote Desktop Protocol (RDP) Access  

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

access to Remote Desktop Protocol (RDP) for [specific purpose/reason for 

access, e.g., remote work, troubleshooting, server management, etc.].  

Details of the request are as follows:  

- **Name:** [Your Full Name]  

- **Employee ID:** [Your Employee ID]  

- **Department:** [Your Department]  

- **Purpose of Access:** [Briefly explain why you need RDP access]  

- **Duration of Access Required:** [Specify duration, e.g., temporary or 

ongoing]  

I understand the importance of maintaining security protocols and will 

adhere to all guidelines set forth by the IT department. Please let me 

know if any additional information or documentation is required to 

process this request.  

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

response.  

Best regards,  

[Your Name]  

[Your Position] 


