
Request for Network Access Credentials 

[Your Name] 

[Your Position] 

[Your Department] 

[Your Company/Organization Name] 

[Your Email Address] 

[Your Phone Number] 

[Date] 

[Recipient's Name] 

[Recipient's Position] 

[Recipient's Department] 

[Company/Organization Name] 

Dear [Recipient's Name], 

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

for [specific system or network name] as part of my role as [your position]. Access to these 

credentials is essential for me to effectively perform my duties related to [briefly explain your 

task or project]. 

Given the importance of this access for achieving my project goals, I would appreciate your 

assistance in providing the necessary credentials at your earliest convenience. Please let me 

know if there are any forms I need to complete or additional information you require from my 

side to facilitate this request. 

Thank you for considering my request. I look forward to your prompt response. 

Sincerely, 

[Your Name] 


