
[Your Name]  

[Your Job Title]  

[Your Company/Organization]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient Name]  

[Recipient Job Title]  

[Recipient Company/Organization]  

[Recipient Address]  

[City, State, Zip Code]  

Dear [Recipient Name],  

Subject: Request for VDI User Access  

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

access to the Virtual Desktop Infrastructure (VDI) as part of my role as 

[Your Job Title] in [Your Department/Team]. The ability to utilize VDI 

will significantly enhance my productivity and enable me to efficiently 

perform my tasks. 

As a brief overview of my responsibilities, I [briefly describe your 

responsibilities and how VDI access will benefit your work]. I believe 

that access to VDI will facilitate [mention specific tasks or projects], 

thereby contributing positively to the team's goals. 

Please let me know if any further information or documentation is 

required to process this request. I look forward to your response and 

appreciate your assistance in facilitating this access. 

Thank you for your attention to this matter. 

Sincerely,  

[Your Name]  

[Your Job Title]  

[Your Company/Organization] 


