
Access Control Policy for Secure Facility 

Entrances 

Date: [Insert Date] 

To: [Insert Recipient Name] 

Subject: Access Control Policy Implementation 

Dear [Recipient Name], 

We are writing to inform you about the implementation of our Access Control Policy for secure 

facility entrances, effective [Insert Effective Date]. This policy is designed to ensure the safety 

and security of our premises by regulating access to sensitive areas. 

Policy Overview 

The Access Control Policy establishes guidelines for granting and managing access to secure 

areas within our facility. The key components of this policy include: 

• Access Rights: Access will be restricted based on job function and necessity. 

• Identification: All personnel must present verified identification to gain access. 

• Access Logs: All entries and exits will be recorded for monitoring purposes. 

• Regular Audits: Access rights will be reviewed periodically to ensure compliance. 

Implementation Procedure 

Effective immediately, all employees must adhere to the following procedures: 

1. Ensure your identification badge is visible at all times within secure areas. 

2. Report any security breaches or unauthorized access immediately to management. 

3. Attend mandatory training sessions on access control protocols scheduled for [Insert 

Dates]. 

Your cooperation is essential for maintaining a secure environment. Please feel free to reach out 

to [Insert Contact Information] for any questions or further clarification regarding this policy. 

Thank you for your attention to this important matter. 

Sincerely, 



[Your Name] 

[Your Title] 

[Your Company] 


