Approval Request for Database Access

Date: [Insert Date]

To: [Manager's Name]
Position: [Manager's Position]
Company: [Company Name]

Dear [Manager's Name],

I hope this message finds you well. I am writing to formally request your approval for access to
the [Database Name] database. The purpose of this access is to [briefly explain the reason for
access, e.g., conduct analysis, retrieve data for a project, etc.].

Having access to this database will enable me to [explain the benefits or necessity of having
access, e.g., improve project outcomes, enhance reporting accuracy, streamline processes, etc.].

Access Details:

o Requested Access Level: [Specify access level, e.g., read-only, edit, etc.]
o Duration: [Specify duration of access, e.g., temporary, permanent, etc.]
« Reason: [Reiterate reason again for clarity]

| appreciate your consideration of my request. Please let me know if you require any further
information to facilitate this process.

Thank you for your attention to this matter.

Sincerely,

[Your Name]

[Your Position]

[Your Contact Information]



