
Dear [Recipient's Name], 

I hope this message finds you well. I am writing to formally request the renewal of my temporary 

access credentials for [specific system or location], which are set to expire on [expiration date]. 

My current credentials have been immensely beneficial in allowing me to [describe purpose or 

tasks performed]. To continue my work without interruption, I would greatly appreciate your 

assistance in extending my access. 

If you require any additional information or documentation to process this renewal request, 

please let me know at your earliest convenience. Thank you for your attention to this matter, and 

I look forward to your prompt response. 

Best regards, 

[Your Name] 

[Your Position] 

[Your Company/Organization] 

[Your Contact Information] 


