
Access Request for Library Archive 

Date: [Insert Date] 

[Your Name] 

[Your Address] 

[City, State, Zip Code] 

[Your Email] 

[Your Phone Number] 

To Whom It May Concern, 

I am writing to request access to the library's archives for the purpose of documentary 

production. I am currently working on a project titled "[Project Title]," which aims to [briefly 

describe the documentary's focus and objectives]. 

To enhance the accuracy and depth of my documentary, I am specifically seeking access to the 

following materials: 

• [Specify Item 1] 

• [Specify Item 2] 

• [Specify Item 3] 

I would greatly appreciate your assistance in facilitating access to these materials. I assure you 

that all materials will be used solely for the purposes of this documentary and that proper credit 

will be given to the library's archives. 

Please let me know if there are any forms or procedures I need to follow to formalize this 

request. I look forward to your prompt response. 

Thank you for your consideration. 

Sincerely, 

[Your Name] 


