[Company Name]
[Primary address]
[Contact]
[Website]
To
[The Company Name]
[Address or tag line]
Subject: Permission to use laboratory [X]

Dear Sir,
My name is Anderson, and I am working as an assistant manager in [ABC polymers]. Through this letter, I want to seek your permission for using your laboratory facilities for a period of three months. We are involved in the plastic business and are famous for our best export quality plastic products throughout the world. We receive the orders from various companies and send them after completion all over the world. Recently, we received a huge order of various plastic products by a well-known multi-national company. The time allocated for this project is less than our routine and we do not want to miss this project also.
Usually, we perform all the analysis of samples in our well-established laboratory but this time, using our laboratory alone will not be enough to deal with such a huge amount of the samples. I know that yours is a well-established lab which is equipped with all the modern facilities in terms of equipment and that you had been offering your lab services to other organizations of the town as well. That is why I have chosen your lab to conduct an analysis of samples and therefore writing this letter to you to seek your permission to use your laboratory facilities so that the project would be completed within the specified limit of time.
A list of all the equipment, chemicals, and reagents that are expected to be used is hereby attached to this letter for your consideration. We are also ready to pay you a handsome amount in lieu of testing. Please entertain my request and if you reply positively then let me know the laboratory expenses for three months so that the advance payment could be made as early as possible. Thanking you in anticipation.
Yours sincerely,
[Name Here]
[Designation]
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