Notification of Need for Access to Special
Archives

Date: [Insert Date]
[Your Name]
[Your Address]
[City, State, Zip Code]
[Your Email]
[Your Phone Number]
To Whom It May Concern,
| am writing to formally notify you of my need for access to the special archives located at
[Insert Location]. I am conducting research on [Brief Description of Research Topic] and believe
that the materials housed in these archives will be invaluable to my work.
Specifically, I am interested in accessing the following materials:
e [Specify Document/Collection 1]
e [Specify Document/Collection 2]
e [Specify Document/Collection 3]
| understand that certain protocols must be followed to gain access to these materials, and I am
willing to comply with all necessary procedures. Please let me know the steps | must take to
proceed with my request.
Thank you for your attention to this matter. | look forward to your prompt response.

Sincerely,

[Your Name]



