Date: [Insert Date]

To,

[Recipient's Name]

[Recipient's Designation/Department]
[Company/Organization Name]
[Address]

Subject: Request for Permission to Access Confidential Documents
Dear [Recipient's Name],

I am writing to formally request permission to access certain confidential documents pertinent to [state purpose, e.g., ongoing project, audit, legal
review, etc.], in my capacity as [your position] at [your department/organization.

The specific documents I would like to request access to are as follows:

e [Document 1]
e [Document 2]
¢ [Document 3]

The purpose of this request is to [briefly explain the reason for needing the documents, e.g., complete a report, conduct due diligence, ensure
compliance, etc.]. Please be assured that all information obtained will be handled with the highest level of confidentiality and used exclusively for
the stated objectives. I will strictly adhere to all organizational protocols and data protection policies to ensure the security and integrity of the
confidential data.

I kindly ask you to consider my request and grant the necessary authorization to access these documents. If required, I am prepared to sign a non-
disclosure agreement or comply with any additional security measures you may deem necessary.

Please let me know at your earliest convenience if further information or clarification is required. Thank you for your attention to this matter.

Sincerely,

[Your Name]

[Your Position/Department]
[Your Contact Information]



