Summary of Issued Temporary Access
Credentials

Date: [Insert Date]
To: [Recipient's Name]
From: [Your Name/Your Department]

Subject: Temporary Access Credentials Summary

Summary

This letter serves to summarize the issuance of temporary access credentials that have been
granted to [Recipient's Name/Department]. The details are as follows:

Type of Access: [Specify type of access, e.g., building entrance, system access]
Issued To: [Recipient's Name]

Access Start Date: [Start Date]

Access End Date: [End Date]

Purpose of Access: [Brief description of the purpose]

Issued By: [Your Name/Your Position]

Important Notes

Please ensure that the access credentials are used responsibly and only for the intended purposes.
All standard security protocols must be followed at all times.

If there are any questions or further information needed, please feel free to reach out to me
directly.

Thank you.
Sincerely,
[Your Name]

[Your Position]
[Your Contact Information]



