Access Permission Request

Date: [Insert Date]

To: [Recipient's Name]
[Recipient's Title]
[Company/Organization Name]
[Company Address]

Dear [Recipient's Name],

I am writing to formally request access to [specific restricted area] for [reason for access]. My
intended date of access is [insert date], and | anticipate needing access for [duration of access].

As per the requirements, | have completed the necessary training and possess the qualifications
to ensure compliance with safety and security protocols. My employee ID is [insert ID], and |
have attached all relevant documentation for your review.

| appreciate your consideration of my request and am available to discuss this matter further
should you need any additional information.

Thank you for your attention to this matter.
Sincerely,

[Your Name]

[Your Title]

[Your Company Name]

[Your Contact Information]



