
Database Access Authorization 

Date: [Insert Date] 

To: [Insert Recipient's Name] 

Position: [Insert Recipient's Position] 

Department: [Insert Recipient's Department] 

Company Name: [Insert Company Name] 

Dear [Insert Recipient's Name], 

We are writing to formally request access to the [specific database name] for the purpose of 

[insert purpose]. This access is imperative for our ongoing projects and to enhance our 

operational efficiency. 

Please find below the details of the personnel requiring access: 

• Name: [Insert User's Name] 

• Position: [Insert User's Position] 

• Department: [Insert User's Department] 

• Email: [Insert User's Email] 

We understand and will adhere to all acceptable use policies and data protection regulations 

relevant to the database access. We appreciate your prompt attention to this matter and look 

forward to your positive response. 

Thank you for your cooperation. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Department] 

[Your Company Name] 

[Your Contact Information] 


