
Software License Activation Request 

Date: [Insert Date] 

To, 

[Recipient Name] 

[Recipient Title] 

[Company Name] 

[Company Address] 

[City, State, Zip Code] 

Dear [Recipient Name], 

I am writing on behalf of [Your Institution's Name], an educational institution dedicated to 

providing quality education to our students. We are in the process of integrating [Software 

Name] into our curriculum and require activation of our software licenses to facilitate this. 

Details of the software license request are as follows: 

• License Type: [Type of License] 

• Number of Licenses: [Number] 

• Institution Name: [Your Institution's Name] 

• Contact Information: [Your Contact Information] 

We believe that [Software Name] will greatly benefit our students and enhance their learning 

experience. We would appreciate your prompt assistance in providing the necessary activation 

keys to begin utilizing the software as soon as possible. 

Thank you for your attention to this matter. We look forward to your positive response. 

Sincerely, 

[Your Name] 

[Your Title] 

[Your Institution's Name] 

[Your Contact Information] 


