
[Your Name]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient's Name]  

[Recipient's Title]  

[Company/Organization Name]  

[Company Address]  

[City, State, Zip Code]  

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 my workstation to facilitate 

[briefly explain the reason for the request, e.g., remote work, accessing 

applications, etc.].  

My user details are as follows:  

- Username: [Your Username]  

- Department: [Your Department]  

- Project/Team: [Your Project/Team Name]  

I believe that having RDP access will enhance my productivity and allow 

me to effectively contribute to [mention any specific project or task].  

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

response.  

Sincerely,  

[Your Name]  

[Your Job Title] 


