
Access Rights Modification Request 

Date: [Insert Date] 

To: [Recipient's Name] 

[Recipient's Position] 

[Company/Organization Name] 

[Address Line 1] 

[Address Line 2] 

[City, State, Zip Code] 

Dear [Recipient's Name], 

I am writing to formally request a modification of access rights for [Specify the system/resource] 

as part of our compliance review efforts. This request aims to ensure alignment with our internal 

policies and regulatory requirements. 

Details of the modification are as follows: 

• Current Access Level: [Current Access Level] 

• Requested Access Level: [Requested Access Level] 

• Reason for Modification: [Reason/Justification] 

I believe that this adjustment is critical for maintaining compliance and enhancing our security 

posture. I kindly ask for your prompt attention to this matter, and I am available for any 

discussions or clarifications needed. 

Thank you for your consideration. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Company/Organization] 

[Your Contact Information] 


