
Library Archive Access Request 

Date: [Insert Date] 

[Your Name] 

[Your Address] 

[City, State, Zip Code] 

Email: [Your Email] 

Phone: [Your Phone Number] 

To whom it may concern, 

I am writing to formally request access to the library archive for my thesis compilation. I am 

currently a [Your Year, e.g., graduate student] at [Your Institution], and my thesis focuses on 

[Brief Description of Your Thesis Topic]. 

In order to enhance my research, I kindly request access to the following materials located in 

your archive: 

• [Title/Description of Material 1] 

• [Title/Description of Material 2] 

• [Title/Description of Material 3] 

I understand the importance of preserving your archives and assure you that I will handle all 

materials with the utmost care. I am happy to comply with any necessary protocols regarding the 

use of the materials. 

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

Sincerely, 

[Your Name] 


