
Software License Request 

Date: [Insert Date] 

To: [Recipient Name] 

[Recipient Title] 

[Company/Organization Name] 

[Company Address] 

Email: [Recipient Email] 

 

Dear [Recipient Name], 

I am writing to formally request a software license for [Software Name] for [specific purpose]. 

This software will significantly enhance our ability to [explain how the software will be used and 

its benefits]. 

Details of the request are as follows: 

• Software Name: [Software Name] 

• Version: [Version Number] 

• Number of Licenses Required: [Number] 

• License Type: [Individual/Team/Enterprise] 

• Justification: [Brief justification for the request] 

I appreciate your attention to this matter and would be happy to discuss this request further or 

provide any additional information you may require. 

Thank you for considering my request. 

Best regards, 

[Your Name] 

[Your Title] 

[Your Company/Organization] 

[Your Contact Information] 


