
Construction Site Access Request 

Date: [Insert Date] 

To: [Project Manager's Name] 

Company: [Company Name] 

Address: [Company Address] 

Email: [Project Manager's Email] 

Dear [Project Manager's Name], 

I am writing to formally request access to the construction site located at [Site Address] for the 

purpose of [briefly state reason, e.g., inspection, delivery, project coordination]. 

Details of the request are as follows: 

• Requested Access Date: [Insert Date] 

• Time of Access: [Insert Time] 

• Duration of Stay: [Insert Duration] 

• Personnel Involved: [List Names and Titles] 

Please let me know if there are any forms to be completed or additional information required to 

process this request. I appreciate your attention to this matter and look forward to your prompt 

response. 

Thank you for your cooperation. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Company] 

[Your Contact Information] 


