[Your Name]

[Your Address]

[City, State, Zip Code]

[Email Address]

[Phone Number]

[Date]

[Recipient's Name]

[Archive Institution Name]

[Institution Address]

[City, State, Zip Code]

Dear [Recipient's Name],

| am writing to request access to the archival materials housed at [Archive Institution Name]. As
an author currently working on a project titled "[Project Title]," I believe that these materials will
provide invaluable context and depth to my writing.

Specifically, I am interested in [describe the specific materials or collections you wish to access,
e.g., letters, photographs, documents related to a certain time period or topic]. This research is
crucial for accurate representation and understanding of [explain the significance of the materials
to your work].

| anticipate needing access from [start date] to [end date] and am happy to comply with any
restrictions or guidelines set forth by your institution. If necessary, | would be grateful for the
opportunity to discuss my request further or clarify any details regarding my project.

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

Sincerely,

[Your Name]



