
[Your Name]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient Name]  

[Recipient Title]  

[University Name]  

[University Address]  

[City, State, Zip Code]  

Dear [Recipient Name],  

Subject: Request for UQ Login Access  

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

University of Queensland (UQ) online system.  

I am [your status, e.g., an enrolled student, a new staff member] at UQ, 

and I require login access to [specific system or resource, e.g., UQ 

student portal, staff portal, etc.] for [specific purpose, e.g., 

accessing course materials, administrative tasks, etc.].  

My details are as follows:  

- Name: [Your Full Name]  

- Student/Staff ID: [Your ID]  

- Program/Department: [Your Program or Department]  

Please let me know if any further information is needed to process my 

request. I appreciate your assistance in this matter.  

Thank you for your attention.  

Sincerely,  

[Your Name]  

[Your Signature (if sending a hard copy)] 


