
[Your Name] 

[Your Address] 

[City, State, Zip Code] 

[Email Address] 

[Phone Number] 

[Date] 

[Recipient's Name] 

[Recipient's Title] 

[Institution/Organization Name] 

[Address] 

[City, State, Zip Code] 

Dear [Recipient's Name], 

I am writing to inquire about the possibility of obtaining access to [specific scholarly materials or 

resources] for my research on [brief description of your research topic]. I am currently a [your 

position, e.g., graduate student, researcher] at [your institution] and believe that these materials 

would greatly enhance my work. 

If possible, I would appreciate your guidance on the procedure to obtain approval for accessing 

these materials. Additionally, I would be grateful for any information regarding the terms and 

conditions associated with their use. 

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

Sincerely, 

[Your Name] 


