
Access Request Letter 

Date: [Insert Date] 

To: [Recipient's Name] 

[Recipient's Position] 

[Company Name] 

[Company Address] 

[City, State, Zip Code] 

Dear [Recipient's Name], 

I am writing to formally request access for our contractors to [specific location or facility] to 

conduct necessary activities pertaining to [briefly describe the project or reason]. The access will 

be required on [insert dates] from [insert start time] to [insert end time]. 

The following personnel will be involved: 

• [Contractor Name 1] - [Role/Position] 

• [Contractor Name 2] - [Role/Position] 

• [Contractor Name 3] - [Role/Position] 

Please let us know if there are any specific requirements or steps that we need to follow to 

facilitate this access request. We greatly appreciate your assistance in ensuring that our 

contractors can carry out their work efficiently and safely. 

Thank you for your attention to this matter. We look forward to your prompt response. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Company Name] 

[Your Phone Number] 

[Your Email Address] 


