
Authorization Request Letter 

Date: [Insert Date] 

[Your Name] 

[Your Address] 

[City, State, Zip Code] 

[Email Address] 

[Phone Number] 

[Recipient Name] 

[Institution/Organization Name] 

[Institution Address] 

[City, State, Zip Code] 

Dear [Recipient Name], 

I am writing to formally request authorization to access historical documents housed at 

[Institution/Organization Name]. I am particularly interested in [describe the specific documents 

or categories of documents you wish to access]. 

The purpose of my request is [explain the reason for your access request, e.g., research, personal 

interest, etc.]. I believe these documents will provide invaluable insights concerning [explain 

how the documents will be beneficial]. 

I understand that access may be subject to certain restrictions and regulations, and I am willing to 

comply with any necessary procedures to ensure proper handling of the historical materials. 

Thank you for considering my request. I look forward to your response and hope to gain access 

to the requested documents. 

Sincerely, 

[Your Name] 


