
Digital File Access Request for Research Purposes 

Date: [Insert Date] 

To: [Recipient's Name] 

[Recipient's Title] 

[Organization/Institution Name] 

[Organization Address] 

Dear [Recipient's Name], 

I am writing to formally request access to digital files related to [specific research topic or 

project] for research purposes. As a [your position/role] at [your institution or organization], I am 

conducting research that aims to [briefly describe the purpose of your research]. 

The specific files I am requesting include: 

• [File 1 Description] 

• [File 2 Description] 

• [File 3 Description] 

Access to these files would greatly enhance the quality and depth of my research. I assure you 

that all sensitive information will be handled in accordance with ethical research guidelines and 

data protection regulations. 

If you require any further information to process this request or if there are any forms that I need 

to complete, please do not hesitate to contact me at [your email address] or [your phone number]. 

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

Sincerely, 

[Your Name] 

[Your Position] 

[Your Institution/Organization] 

[Your Address] 


