Access Clearance Letter

Date: [Insert Date]

To: [Recipient Name]
[Recipient Title]
[Recipient Organization]
[Recipient Address]
Dear [Recipient Name],

This letter serves to confirm that you have been granted access clearance to the limited area
located at [Specify Location]. This clearance is provided under the following conditions:

e Access is permitted during the hours of [Specify Hours].
o All safety and security protocols must be adhered to at all times.
e Access is limited to authorized personnel only.

Your cooperation in ensuring compliance with these conditions is appreciated. Should you have
any questions, please feel free to contact [Contact Person] at [Contact Information].

Thank you for your attention to this matter.
Sincerely,

[Your Name]

[Your Title]

[Your Organization]

[Your Contact Information]



