[Your Name]
[Your Address]
[City, State, Zip Code]
[Email Address]
[Phone Number]
[Date]
[Recipient's Name]
[Recipient's Position]
[Company/Organization Name]
[Company Address]
[City, State, Zip Code]
Dear [Recipient's Name],
I hope this message finds you well. I am writing to formally request access to the technical
documentation related to [specific project or subject]. As [your position/title] at [your
organization], having access to this documentation is essential for [briefly explain the reason for
the request, e.g., compliance, project development, etc.].
Specifically, 1 am looking for the following documents:
o [Document 1]
e [Document 2]

e [Document 3]

| understand the importance of confidentiality and data protection, and | assure you that the
information will be handled with the utmost care and used solely for the purposes stated above.

Thank you for considering my request. | look forward to your positive response. Please feel free
to contact me at [your phone number] or [your email address] if you need any further
information.

Sincerely,

[Your Name]



