
Your Name 

Your Address 

City, State, Zip Code 

Email Address 

Phone Number 

Date 

Recipient Name 

Recipient Title 

Company/Organization Name 

Company Address 

City, State, Zip Code 

Dear [Recipient Name], 

I am writing to formally request authorization for [specific request or action, e.g., access to a 

particular system, permission to handle certain matters, etc.]. As [your position/role] at [your 

organization], it is imperative for me to [reason for the request, e.g., complete a project, fulfill 

responsibilities, etc.]. 

This authorization will not only facilitate [specific outcomes], but also ensure that I can maintain 

compliance with [any relevant guidelines or standards]. I assure you of my commitment to 

adhere to all necessary protocols while carrying out this task. 

Please find attached any required documentation that may support this request. 

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

Sincerely, 

Your Name 

Your Position 

Your Organization 


