
Institutional Service Account Setup Request 

Date: [Insert Date] 

To: [Recipient's Name]  

[Recipient's Title]  

[Recipient's Organization]  

[Recipient's Email]  

Dear [Recipient's Name], 

I hope this message finds you well. I am writing to request the setup of a service account for our 

institution to facilitate the [specific purpose of the account, e.g., system integration, 

collaboration, etc.]. This account will be critical for [briefly explain necessity and benefits]. 

Please find the necessary details for the service account setup outlined below: 

• Account Name: [Proposed Account Name] 

• Access Level: [Specify required access level] 

• Requested By: [Your Name and Position] 

• Contact Information: [Your Email and Phone Number] 

• Department: [Your Department] 

• Purpose of Service Account: [Detailed explanation] 

I would appreciate it if you could process this request at your earliest convenience. If you require 

any further information or clarification, please do not hesitate to reach out. 

Thank you for your attention to this matter. 

Sincerely, 

[Your Name]  

[Your Title]  

[Your Organization]  

[Your Email]  

[Your Phone Number] 


