
Request for Eligibility to Visit Archival 

Collections 

Date: [Insert Date] 

[Your Name] 

[Your Address] 

[City, State, Zip Code] 

[Your Email] 

[Your Phone Number] 

[Recipient's Name] 

[Institution/Organization Name] 

[Address] 

[City, State, Zip Code] 

Dear [Recipient's Name], 

I hope this message finds you well. I am writing to formally request eligibility to visit the 

archival collections at [Institution/Organization Name]. As a [Your Title/Position] at [Your 

Institution/Organization] with a focus on [Your Research Topic or Purpose], I believe that access 

to your extensive archival resources will greatly benefit my work. 

Specifically, I am interested in [briefly describe the specific materials or collections relevant to 

your research]. I intend to utilize these materials for [explain how you plan to use the materials, 

e.g., a research project, publication, etc.]. I assure you that I will adhere to all the necessary 

guidelines and protocols during my visit. 

Thank you for considering my request. I look forward to your positive response and any 

information regarding the next steps in the application process. 

Sincerely, 

[Your Name] 

[Your Title/Position] 

[Your Institution/Organization] 


