
[Your Name]  

[Your Job Title]  

[Your Company Name]  

[Company Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient Name]  

[Recipient Job Title]  

[Recipient Company Name]  

[Recipient Address]  

[City, State, Zip Code]  

Dear [Recipient Name],  

I hope this letter finds you well.  

I am writing to formally request the installation of VNC Viewer across 

our [specific department/team] to facilitate remote access and enhance 

our productivity. Given the increasing need for flexible working 

arrangements, VNC Viewer will enable our team to efficiently access 

workstations from remote locations.  

The installation of VNC Viewer will provide the following benefits:  

- Enhanced remote collaboration among team members.  

- Increased efficiency in troubleshooting issues without needing onsite 

support.  

- Cost savings from reduced travel time for IT assistance.  

I would appreciate it if you could coordinate with our IT department to 

arrange for the installation at your earliest convenience. Please let me 

know if you require any further information or assistance in this 

process.  

Thank you for your attention to this matter. I look forward to your 

prompt reply.  

Sincerely,  

[Your Name]  

[Your Job Title]  

[Your Company Name] 


