
Vendor Visitor Access Request 

Date: [Insert Date] 

To: [Facility Manager/Authorized Personnel] 

From: [Your Name] 

Company Name: [Your Company Name] 

Contact Information: [Your Phone Number/Email] 

Dear [Facility Manager/Authorized Personnel], 

I am writing to formally request access for a vendor representative to visit our facility on [Insert 

Date] from [Insert Start Time] to [Insert End Time]. The details of the vendor are as follows: 

• Vendor Name: [Vendor Name] 

• Contact Person: [Contact Name] 

• Contact Phone: [Contact Phone Number] 

• Purpose of Visit: [Reason for Visit] 

Please let me know if there are any forms or further information required to process this request. 

We appreciate your cooperation in facilitating this visit. 

Thank you for your attention to this matter. 

Sincerely, 

[Your Name] 

[Your Title] 

[Your Company Name] 


