
Software License Activation Request 

Date: [Insert Date] 

To: [Insert Recipient's Name] 

Company: [Insert Company Name] 

Address: [Insert Address] 

Dear [Recipient's Name], 

I am writing to formally request the activation of bulk software licenses for our organization, 

[Your Organization Name]. We have recently acquired licenses for [Software Name] and need 

assistance in activating them for our team. 

Details of the request are as follows: 

• Number of Licenses: [Insert Number] 

• License Key(s): [Insert License Keys, if applicable] 

• Department/Team: [Insert Department Name] 

• Purpose: [Briefly Explain Purpose] 

We require these licenses to be activated by [Insert Deadline] to ensure continuity in our 

operations. Your prompt attention to this matter would be greatly appreciated. 

Thank you for your assistance. Please feel free to reach me at [Your Phone Number] or [Your 

Email Address] if you need any further information or clarification. 

Sincerely, 

[Your Name] 

[Your Job Title] 

[Your Organization Name] 

[Your Organization Address] 


