
Access Request for Accounting Software 

Date: [Insert Date] 

[Your Name] 

[Your Position] 

[Your Company] 

[Your Company Address] 

[City, State, Zip Code] 

[Recipient Name] 

[Recipient Position] 

[Recipient Company] 

[Recipient Company Address] 

[City, State, Zip Code] 

Dear [Recipient Name], 

I hope this message finds you well. I am writing to formally request access to the accounting 

software for the purpose of conducting an audit for our financial records. 

The audit is scheduled to take place from [Insert Start Date] to [Insert End Date], and access to 

the software is essential for a comprehensive review. The requested access will enable us to 

verify transactions, examine financial statements, and ensure compliance with regulatory 

requirements. 

We assure you that this access will be used solely for audit purposes and will be handled with the 

utmost confidentiality and security. If there are specific protocols or requirements that we need 

to adhere to, please do not hesitate to inform us. 

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

Sincerely, 

[Your Name] 

[Your Position] 



[Your Email] 

[Your Phone Number] 


