
Request for Access to Library Archive 

Date: [Insert Date] 

To: 

[Librarian's Name] 

[Library Name] 

[Library Address] 

Dear [Librarian's Name], 

I am writing to formally request access to the library archive for the purpose of conducting 

academic research. I am currently a [Your Position, e.g., graduate student, researcher] at [Your 

Institution] and my research focuses on [Briefly explain your research topic]. 

In order to advance my work, I am particularly interested in accessing the following materials: 

• [Specific material or collection 1] 

• [Specific material or collection 2] 

• [Specific material or collection 3] 

I believe that these materials will greatly contribute to my research and support my findings. I 

assure you that I will adhere to all rules and regulations regarding the use of library archives. 

Thank you for considering my request. I look forward to your positive response. Please feel free 

to contact me at [Your Email] or [Your Phone Number] for any further information. 

Sincerely, 

[Your Name] 

[Your Institution] 

[Your Position] 


