
Your Name 

Your Address 

City, State, Zip Code 

Email Address 

Phone Number 

Date 

Recipient Name 

Recipient Title 

Company/Organization Name 

Company Address 

City, State, Zip Code 

Dear [Recipient Name], 

I am writing to formally request access to the technical documentation related to [specific project 

or system]. As [your position or reason for the request], having access to this information is 

essential for [briefly explain the purpose - e.g., ongoing projects, maintenance, etc.]. 

Specifically, I am interested in [list any specific documents or types of information you need]. If 

possible, I would appreciate if you could provide these documents by [mention any deadlines, if 

applicable]. 

Thank you for considering my request. Please let me know if there are any forms or procedures I 

need to complete to facilitate this process. I look forward to your favorable response. 

Sincerely, 

Your Name 


