
Request for Viewing Historical Documents 

[Your Name] 

[Your Address] 

[City, State, Zip Code] 

[Email Address] 

[Phone Number] 

[Date] 

[Recipient's Name] 

[Title] 

[Institution or Organization Name] 

[Institution Address] 

[City, State, Zip Code] 

Dear [Recipient's Name], 

I am writing to formally request access to view historical documents that are housed within your 

institution. I am particularly interested in [briefly describe the specific documents or time period 

you are interested in]. 

As a [your position, e.g., researcher, student, genealogist], I believe that examining these 

documents could greatly contribute to [explain the purpose of your request, e.g., research, a 

project, etc.]. I would appreciate any guidance you could provide on how to proceed with my 

request, including any necessary forms, fees, or visit times that may be required. 

Thank you for considering my request. I look forward to your positive response. 

Sincerely, 

[Your Name] 


