
Secure Access Guidelines for Building 

Entrances 

Date: [Insert Date] 

To: [Insert Recipient's Name] 

From: [Insert Your Name] 

Subject: Secure Access Guidelines for Building Entrances 

Dear [Recipient's Name], 

As part of our ongoing commitment to maintaining a secure environment for all building 

occupants, we have established the following Secure Access Guidelines for building entrances. 

Please familiarize yourself with these protocols to ensure the safety and security of our premises. 

1. Access Control 

• All entry points must be locked during non-business hours. 

• Authorized personnel must wear identification badges visibly at all times. 

• Visitors must register at the front desk and be escorted by staff. 

2. Security Systems 

• All entrances are monitored by surveillance cameras. 

• Emergency exit doors should only be used in emergencies and must trigger an alarm. 

3. Reporting Suspicious Activity 

• Report any suspicious individuals or activity to building security immediately. 

• Do not confront unauthorized persons; instead, notify security personnel. 

Conclusion 

These guidelines are in place to protect everyone in the building. Your cooperation is essential to 

maintain a secure environment. If you have any questions or require further clarification, please 

do not hesitate to reach out. 

Sincerely, 



[Your Name] 

[Your Title] 

[Your Contact Information] 


