
[Your Name] 

[Your Address] 

[City, State, Zip Code] 

[Email Address] 

[Phone Number] 

[Date] 

[Recipient's Name] 

[Recipient's Title] 

[Organization's Name] 

[Organization's Address] 

[City, State, Zip Code] 

Dear [Recipient's Name], 

I am writing to formally request access to historical records pertaining to [specific topic or event] 

held by [Organization's Name]. These records are crucial for [brief explanation of purpose or 

research, e.g., "my ongoing research," "a project," etc.]. 

Specifically, I am interested in accessing records from [date range or specific years]. [Optional: 

Provide additional details about the type of records or specific documents you're seeking.] 

I understand that these records may be subject to certain protocols, and I am willing to adhere to 

any necessary procedures to access this information. If there are any fees associated with the 

retrieval of these records, please let me know in advance. 

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

Sincerely, 

[Your Name] 


