
System Access Verification for Security 

Clearance 

Date: [Insert Date] 

[Your Name] 

[Your Position] 

[Your Department] 

[Your Company Name] 

[Company Address] 

[City, State, Zip] 

To Whom It May Concern, 

I am writing to verify that [Employee Name], holding the position of [Employee Position], has 

been granted access to our systems as part of their responsibilities within [Department/Agency]. 

This access is crucial for their role, which involves [Briefly Describe Job Function]. 

The access levels granted to [Employee Name] include the following: 

• [Access Level 1] 

• [Access Level 2] 

• [Access Level 3] 

As per our security protocols, [Employee Name] has completed all necessary training and 

background checks required for security clearance. Their access is monitored and reviewed 

regularly to ensure compliance with our security policies. 

Please feel free to contact me at [Your Phone Number] or [Your Email Address] should you 

require any further information or clarification. 

Thank you for your attention to this matter. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Department] 

[Your Company Name] 


