
Security Clearance Application for Sensitive 

Information Access 

Date: [Insert Date] 

To: [Insert Name] 

[Insert Title] 

[Insert Organization] 

[Insert Address] 

[Insert City, State, Zip Code] 

Dear [Insert Name], 

I am writing to formally request a security clearance for access to sensitive information relevant 

to my position as [Insert Job Title] within [Insert Organization/Department]. This clearance is 

essential for me to effectively perform my responsibilities, which include [briefly outline key 

responsibilities related to sensitive information]. 

As part of the application process, I am committed to complying with all necessary guidelines 

and completing any required background checks. I understand the critical nature of handling 

sensitive information and assure you of my utmost discretion and professionalism in managing 

any data entrusted to me. 

Should you require any further information or documentation for my application, please do not 

hesitate to contact me at [Insert Phone Number] or [Insert Email Address]. I appreciate your 

consideration of my request and look forward to your prompt response. 

Thank you for your attention to this matter. 

Sincerely, 

[Insert Your Name] 

[Insert Your Job Title] 

[Insert Your Department/Office] 

[Insert Your Contact Information] 


