
Media History Sharing Request 

[Your Name] 

[Your Address] 

[City, State, Zip Code] 

[Email Address] 

[Phone Number] 

[Date] 

[Recipient Name] 

[Recipient Title] 

[Company/Organization Name] 

[Company Address] 

[City, State, Zip Code] 

Dear [Recipient Name], 

I hope this letter finds you well. I am writing to request access to media history records that 

relate to [specific topic or event]. 

This information is vital for my research project on [project details], which aims to [briefly 

explain the aim]. I believe that the records held by your organization could provide invaluable 

insights. 

Please let me know the process for obtaining this information and any potential costs involved. I 

would greatly appreciate your assistance in this matter. 

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

Sincerely, 

[Your Name] 


