
Request for Access to Historical Financial 

Records 

Date: [Insert Date] 

To: [Recipient's Name] 

[Recipient's Title] 

[Company/Organization Name] 

[Company Address] 

Dear [Recipient's Name], 

I hope this message finds you well. I am writing to formally request access to historical financial 

records pertaining to [specific information about the records required, e.g., "the fiscal years 2020 

to 2022"] for the purpose of conducting a comprehensive analysis. 

As [your position and affiliation, e.g., "a financial analyst at XYZ Corporation"], it is crucial for 

me to assess these records to ensure compliance with regulatory requirements and to enhance our 

financial reporting accuracy. 

I would appreciate if you could provide access to the following documents: 

• [Specify Document Type 1] 

• [Specify Document Type 2] 

• [Specify Document Type 3] 

If necessary, I am available for a meeting to discuss this request further. Please let me know a 

convenient time for you. 

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

Sincerely, 

[Your Name] 

[Your Title] 

[Your Organization] 

[Your Contact Information] 


