
Your Name 

Your Address 

City, State, Zip Code 

Email Address 

Phone Number 

Date 

To Whom It May Concern, 

[Recipient's Name or Title] 

[Organization/Office Name] 

[Organization Address] 

City, State, Zip Code 

Dear [Recipient's Name or Title], 

I am writing to inquire about obtaining permission to view historical records maintained by your 

office. I am particularly interested in [specific records or topics], as they pertain to my research 

on [your research topic or purpose]. 

I believe that accessing these records would greatly enhance my understanding of [relevant 

context or significance of the records], and I am committed to adhering to any regulations and 

protocols regarding their use. 

Could you please provide guidance on the process for requesting access to these records? 

Additionally, any information regarding your hours of operation, available resources, and any 

fees that may be associated with this process would be greatly appreciated. 

Thank you for your time and consideration. I look forward to your prompt response. 

Sincerely, 

Your Name 


