Visitor Access Regulations for Secure
Buildings

Date: [Insert Date]

To Whom It May Concern,

We are pleased to welcome you to our secure facility. In order to ensure the safety and security
of all personnel and visitors, please adhere to the following access regulations:

Visitor Identification

o All visitors must present a valid government-issued ID upon arrival.
« Visitor badges must be worn at all times within the premises.

Access Hours

e Access is permitted from 8:00 AM to 5:00 PM, Monday to Friday.
e After-hours access must be pre-approved by facility management.

Conduct and Safety

« Visitors are required to stay with their designated hosts at all times.

o Prohibited items include but are not limited to weapons, explosives, and illegal
substances.

o Emergency exits must be kept clear at all times.

Emergency Procedures

In the event of an emergency, please follow the instructions of staff and utilize the nearest exit.
Thank you for your cooperation. We look forward to your visit.

Sincerely,

[Your Name]

[Your Title]

[Company/Organization Name]
[Contact Information]



