Letter of Application for Historical
Document Retrieval

Date: [Insert Date]

[Your Name]

[Your Address]

[City, State, Zip Code]
[Email Address]
[Phone Number]

[Recipient's Name]

[Recipient's Title]
[Institution/Organization Name]
[Institution Address]

[City, State, Zip Code]

Dear [Recipient's Name],
| am writing to formally request the retrieval of historical documents pertaining to [specific topic
or event] located at [specific archive or institution]. These documents are of great significance
for [explain the purpose, e.g., research, personal study, etc.].
Specifically, | am interested in obtaining the following documents:

e [Document 1]

o [Document 2]

e [Document 3]
| understand the importance of preserving historical records and assure you that any retrieved
documents will be handled with care. I am willing to comply with any necessary procedures or
fees associated with this request.
Thank you for considering my application. | look forward to your positive response.

Sincerely,

[Your Name]



