
Request for Permission to Access Virtual 

Archives 

Date: [Insert Date] 

[Your Name] 

[Your Address] 

[City, State, Zip Code] 

[Your Email] 

[Your Phone Number] 

[Librarian's Name] 

[Library's Name] 

[Library's Address] 

[City, State, Zip Code] 

Dear [Librarian's Name], 

I am writing to formally request permission to access the virtual archives of [Library's Name]. 

As a [your status - e.g., student, researcher, etc.], I am currently engaged in a project that requires 

in-depth research into [specific topic or subject]. The resources housed within your library's 

virtual archives are crucial for my work. 

Understanding the importance of preserving and protecting library resources, I assure you that 

my intention is to use the materials solely for [mention purpose, e.g., academic research, 

personal study, etc.]. I am committed to adhering to all guidelines and regulations set forth by 

your library regarding the use of digital archives. 

Thank you for considering my request. I would greatly appreciate any assistance you could 

provide in facilitating this access. Should you need any further information, please feel free to 

contact me at your convenience. 

Sincerely, 

[Your Name] 


