
Visitor Access Approval 

Date: [Insert Date] 

To: [Visitor's Name] 

[Visitor's Address] 

Dear [Visitor's Name], 

We are pleased to inform you that your request for visitor access has been approved. Please find 

the details below: 

• Access Granted On: [Insert Date] 

• Access Time: [Insert Start Time] to [Insert End Time] 

• Access Location: [Insert Location] 

• Authorized Personnel: [Insert Name of the Host] 

Upon arrival, please present a valid form of identification to the security personnel. 

Thank you for your cooperation. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Company] 

[Contact Information] 


