
Contractor Access Authorization Inquiry 

Date: [Insert Date] 

To: [Recipient's Name] 

Title: [Recipient's Title] 

Company: [Recipient's Company] 

Address: [Recipient's Address] 

Dear [Recipient's Name], 

I am writing to inquire about the access authorization for contractors working on [specific project 

or location]. As we aim to ensure security and compliance, it is important to establish clear 

guidelines regarding access permissions. 

Could you please provide information on: 

• The process for granting access to contractors. 

• Any required documentation or identification. 

• The duration for which access is authorized. 

• Point of contact for any additional questions or clarifications. 

Your assistance in this matter is greatly appreciated. Please let me know if you need any further 

information from our side. 

Sincerely, 

[Your Name] 

[Your Title] 

[Your Company] 

[Your Contact Information] 


