
Event Entry Authorization Letter 

Date: [Insert Date] 

To: [Security Personnel's Name] 

From: [Your Organization's Name] 

Subject: Event Entry Authorization 

Dear [Security Personnel's Name], 

This letter serves to authorize you to enter and provide security services at the upcoming [Event 

Name] scheduled for [Event Date]. Your presence is crucial to ensuring the safety and security of 

all attendees. 

Event Details: 

• Event Name: [Event Name] 

• Date: [Event Date] 

• Location: [Event Location] 

• Time: [Start Time] to [End Time] 

Please present this letter upon your arrival at the venue for entry verification. Should you have 

any questions or require further information, feel free to contact me at [Your Contact 

Information]. 

Thank you for your service and attention to this matter. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Organization's Name] 

[Your Contact Information] 


