
Inquiry for Accessing Ancestry Records 

Date: [Insert Date] 

[Your Name]  

[Your Address]  

[City, State, Zip Code]  

[Your Email]  

[Your Phone Number] 

[Recipient's Name]  

[Institution Name]  

[Institution Address]  

[City, State, Zip Code] 

Dear [Recipient's Name], 

I hope this message finds you well. I am writing to inquire about the process for accessing 

ancestry records held by [Institution Name]. I am particularly interested in [specify the type of 

records, e.g., census data, birth records, etc.] for genealogical research related to my family 

history. 

Could you please provide me with information on how to access these records? Additionally, I 

would appreciate details on any applicable fees, required documentation, and the estimated 

timeframe for obtaining access. 

Thank you for your assistance. I look forward to your prompt response. 

Sincerely,  

[Your Name] 


