
Library Archive Access Request 

Date: [Insert Date] 

To: [Library Archive Contact Name] 

[Library Name] 

[Library Address] 

[City, State, Zip Code] 

 

Dear [Library Archive Contact Name], 

I am writing to formally request access to the library archive materials related to [specific topic 

or item] for the purpose of gathering legal evidence in [case name or number]. This request is 

made pursuant to [relevant laws or regulations]. 

The specific materials I am seeking include: 

• [Description of item 1] 

• [Description of item 2] 

• [Description of item 3] 

I understand the importance of maintaining the integrity and confidentiality of the materials, and 

I am committed to adhering to all library policies during my review. 

Please let me know the process to gain access to these materials, and do not hesitate to contact 

me at [Your Phone Number] or [Your Email Address] should you require further information. 

 

Thank you for your attention to this matter. 

 

Sincerely, 

[Your Name] 

[Your Title/Position] 

[Your Organization] 



[Your Address] 

[City, State, Zip Code] 


