
Request for Temporary Access Credentials 

Date: [Insert Date] 

To: 

[Recipient's Name] 

[Recipient's Job Title] 

[Company/Organization Name] 

[Address] 

Dear [Recipient's Name], 

I hope this message finds you well. I am writing to formally request temporary access credentials 

for [specific system, application, or facility] due to [reason for the request, e.g., a specific 

project, meeting, or purpose]. 

As [Your Position/Title] at [Your Company/Organization], I require access from [start date] to 

[end date] to [briefly explain what you will be doing that requires access]. I assure you that I will 

adhere to all relevant policies and security protocols during this period. 

Please let me know if you require any further information or documentation to process this 

request. I appreciate your consideration and look forward to your prompt response. 

Thank you very much. 

Sincerely, 

[Your Name] 

[Your Job Title] 

[Your Company/Organization] 

[Your Email Address] 

[Your Phone Number] 


