
Vendor Visitor Authorization Appeal 

Date: [Insert Date] 

[Your Name] 

[Your Position] 

[Your Company Name] 

[Your Company Address] 

[City, State, Zip Code] 

[Email Address] 

[Phone Number] 

 

[Recipient's Name] 

[Recipient's Position] 

[Recipient's Company Name] 

[Recipient's Company Address] 

[City, State, Zip Code] 

 

Dear [Recipient's Name], 

 

I am writing to formally appeal the recent denial of vendor visitor authorization for [Visitor's 

Name], scheduled to visit our premises on [Date of Visit]. 

We believe that [Visitor's Name] is essential for [brief explanation of the purpose of the visit] 

and that their expertise will significantly contribute to [reason for the visit]. We understand the 

importance of maintaining security protocols and assure you that we will adhere to all necessary 

guidelines during their visit. 



We kindly request a reconsideration of this authorization based on the aforementioned points. 

Your support in facilitating this visit would be greatly appreciated. 

 

Thank you for your attention to this matter. I look forward to your favorable response. 

 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Company Name] 


