
Library Archive Access Request for 

Historical Preservation 

Date: [Insert Date] 

[Your Name] 

[Your Address] 

[City, State, Zip Code] 

[Email Address] 

[Phone Number] 

[Library Name] 

[Library Address] 

[City, State, Zip Code] 

Dear [Librarian's Name or Library Director], 

I am writing to formally request access to specific materials within your archives for the purpose 

of historical preservation. I am particularly interested in [briefly describe the materials or 

collections you wish to access, e.g., "the records of the local heritage society dating from 1900 to 

1950."] 

This research is critical because [provide a brief explanation of the importance of the material, 

e.g., "it will contribute to a deeper understanding of our local history and aid in the preservation 

efforts for future generations."]. 

I understand the importance of maintaining the integrity and security of your archival materials 

and will adhere to all guidelines provided by your institution. If required, I am willing to discuss 

the possibility of collaborating with your staff to ensure that the access aligns with your library's 

policies. 

Please let me know if you require any additional information or if there are specific forms I need 

to complete as part of this request. I look forward to your positive response. 

Thank you for considering my request. 

Sincerely, 

[Your Name] 


