[Your Name]

[Your Position]

[Your Department]
[Your Company]
[Your Email Address]
[Your Phone Number]
[Date]

[Recipient's Name]
[Recipient's Position]
[Recipient's Department]
[Recipient's Company]

Dear [Recipient's Name],

| am writing to formally request access credentials to the network for [specific purpose, e.g.,
project work, access to resources, etc.]. As part of my role in [explain your role, project, or task],
| require access to [specific resources or systems] to effectively perform my duties.

Given the importance of this access for [mention any relevant deadlines or impacts], | would
greatly appreciate your assistance in expediting this request. Please let me know if you require
any additional information or if there are any forms I need to complete to facilitate this process.

Thank you for your attention to this matter. | look forward to your prompt response.

Sincerely,
[Your Name]



